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REACH FOR 


ou officiont erosing, 
the best semétanies 


a. Kleng0 erases equally good 


urapped. in paper or cosedin wood! 


Pick the eraser that best meets 
your needs from this 
complete Blaisdell selection: 


KLENZO-33* Can be sharpened to 
long, tapered point for ultra-effective 
small area erasing. Combines famous 
Klenzo quality with convenient wood cas- 
ing. Unequalled for ballpoints. 


KLENZO* The standard for erasing 
ink and typed copy cleanly and easily. 
Paper wrapping assures permanently 


fresh eraser core . . . quick, fingertip 


resharpening. 


KLENZO-THIN* Thin diameter core 
permits positive pin point erasing. Paper 
wrapped for Klenzo economy. 


NEW WAY Paper-wrapped for gentle 
erasing of pencil and carbon work. Cleans 
as it corrects; leaves paper smooth. 


i *Available with and without brush 


At better stationers everywhere. 


KLENZO 





blaisdel! 


PENCIL COMPANY 


BETHAYRES, PA. 
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Avoid failing shorthand 


and typing 


Here is what our new DDC Timing Record will do for you: 





THERE ARE SECRETS TO TYPING SPEED... 


This speed secret has been used successfully by more than a million 
typists. You too will be able to type at higher speeds successfully 
without error, if you will practice exactly as we show you using our 
DDC Timing Record for shorthand and typing. With our DDC 
liming Record you get a complete set of brief instructions showing 
you how to use the DDC Timing Record to make the most rapid 
speed gains on the typewriter. You get printed and counted timed 
writings to copy from so that you may see automatically and instantly 
the exact number of words you can type for any given minute. You 
get a typing achievement score card to post your score at the end of 
each timed typing. In this way you can see at a glance your minute 
by minute improvements in typing speed. 


HOW YOU USE THE DDC TIMING RECORD FOR TYPING: 


Choose a paragraph counted for typing practice. With the Course 
you will receive several pages of counted typing practice. After get- 
ting the paper in the machine ready to write, start the phonograph 
with Band two. Type the paragraph for one minute as fast as you 
think you can type without making an error. When the bell rings at 
the end of the minute, put the machine in readiness to start the next 
writing and then quickly check for errors, As soon as the record again 


says “Ready,” start the second typing. The second typing should be 


for speed, regardless of accuracy. You should be able now to write 
at least a few more words in the minute than you wrote the first time. 
When the bell rings, again check quickly to see how many additional 
words or strokes you wrote compared with the second typing. Con- 
tinue this practice until, no matter how hard you try, you cannot 
increase the number of words typed in the minute. If your first typing, 
the attempt to write as rapidly as you can without error, was at the 
rate of 50 wam, you should be able to increase that to 70 wam or 
better after trying five or ten times to type faster and faster regardless 
of accuracy. From this you can readily see the tremendous speed gains 
you can make in minutes using the formular we prescribe with the 
DDC Timing Record. Order your DDC Timing Record for shorthand 
and typing now with the coupon below. 


INCREASE YOUR SHORTHAND SPEED... 


You can also use this clever speed-forcing device to increase your 
shorthand speed and at the same time reduce the amount of time 
necessary to complete your homework assignments. How? Because 
you are copying against the clock. By doing your homework assign- 
ments with our new DDC Timing Record at your side, you are able 
tO measure the amount of time it takes you each day to complete 
your homework. You see and can measure right before your eyes 
your day to day improvement as each succeeding day finds you com- 
pleting your shorthand homework assignments in shorter and shorter 
time. Not only that, but also you get a measurement of your short- 
hand copying speed. You are also provided with a shorthand measure- 
ment score card to enable you to post your shorthand improvement 
each day and see for yourself the results you are making in 
shorthand speed. Remember, the faster you can copy homework, the 
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IT WILL INCREASE YOUR TYPING SPEED 
IT WILL INCREASE YOUR SHORTHAND SPEED 


YOU WILL FINISH YOUR SHORTHAND HOME- 
WORK IN HALF TIME 


M@ MEASURE YOUR OWN PROGRESS AS YOU 
IMPROVE FROM DAY TO DAY 


M@ TURN YOUR TYPING HOMEWORK INTO A 
GAME OF SKILL 


faster you will take dictation and the better your shorthand grade 
will be. And the better your shorthand grade, the higher your short 
hand income. With our new DDC Timing Record, homework becomes 
for you a game of skill and challenge. 


COPYING SHORTHAND UNDER TIME 


One of the important secrets of success in shorthand and typing is 
that you must not only make progress but you must know that you 
are making progress. That is one of the many ways in which the DIX 
Timing Record helps you. Instead of just trudging through the copy- 
ing of the five pages of printed shorthand in the homework assign- 
ments in your shorthand textbook, you can now speed through in a 
series of one-minute jet-propelled flight. After you have read through 
the material as explained in the course, with the aid of the Timing 
Record, get your pen and notebook ready and start the record. Thus, 
you can readily see how the DDC Timing Record enables you to 
finish your shorthand homework in jig time, writing it faster and 
faster each succeeding day. And the beauty of it all is you see your 
own improvement each day as you go along. 

Ask your teacher about the DDC Timing Record. Send for your 
DDC Timing Record for shorthand and typing now by filling in the 
coupon below. 


WHAT IS THE DDC TIMING RECORD? 


The DDC Timing Record is a large 12 inch Long Play record which 
contains a series of 20 split-second accurate one-minute timings and 
a 2-minute, a 3-minute, a 5-minute, and a 10-minute timing, plus a 
short series of 30-second timings. With the record, you get a set of 
instructions, typing and shorthand charts to post your daily improve 
ment scores, and printed, counted typings for your typing practice. 


The DDC Timing Record is 
guaranteed to increase 
your shorthand and typ- 
ing speed or your money 
will be refunded. 
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| DICTATION DISC COMPANY 
| 170 Broadway 

| New York 38, New York 

| Please send me the DDC Timing Record for shorthand and typing 
| I enclose $3.75 plus 25 cents for postage and handling. This record 
| must increase my shorthand and typing speed or I will return the 
l record and receive full refund. 

| 

| 

| 
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Name —s 


Address 


City Zone State_ 








RING THE BELL 

at the brownstone on a quiet 

street in New York. Gain 
admittance and you are immediately 
surrounded by animals. They 
convoy you from the front door 

to the inner office. They 

gaze at you hopefully, they 





nuzzle affectionately, they even 


sit in your lap. But it’s all 

part of the normal routine at 

Animal Talent Scouts, Inc. When 
Nancy Hurwitz interviewed Glory 
Harris, they managed to find perches 
on the couch. The other occupant— 
Dolf, the great Dane. Nancy reports 
on her visit in “Tell A Tale 

Of Animals.” 


THE MEDICAL SECRETARY 
has a fascinating, many-faceted 
job. We interviewed a number 
of girls in this field. this month 
put them “In Focus.” 


WANTED 

the ideal worker. How to 
discover this elusive creature— 
and, in the attempt, become one 
yourself—is grist for Marilyn 
French’s mill. 
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ON THE COVER: Take two for good 
looks—a dress plus a matching 

jacket. Permanently pleated skirt, 
silk-lined jacket. This outfit 

might parade handsomely at Easter. 
Sizes 8-l6. About $70. By Rembrandt. 
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CARAVAN TOURS. 


Weekly Departures from New York March thru November 


11,12 and 13 COUNTRIES — 
ALL FIRST CLASS IN EUROPE» 


QUEEN MARY e QUEEN ELIZABETH e S.S. UNITED STATES e S.S. ROTTERDAM e EMPRESS of BRITAIN 
S.S. MAASDAM e S.S. FLANDRE e S.S. HANSEATIC e PAN AMERICAN JETS @ BOAC JETS 


% Tour Features: 
ENGLAND, HOLLAND, BELGIUM, LUXEMBOURG GERMANY, SWITZERLAND, LIECHTENSTEIN, AUSTRIA, ITALY, 
FRENCH RIVIERA, _MONTE CARLO, FRANCE. ¢ j IRELAND, SCOTLAND and WALES and 3 Week Air Tours 


available PERSONALLY 
ESCORTED—ALL EXPENSE 

















* Special Attractions and Program of Evening Entertainment: 
LONDON 

AMSTERDAM— 

ROTTERDAM—. 

RHINE RIVER— 

HEIDELBERG 

LUCERNE 





ROME— 
NICE—- 
PARIS 


VENICE- 


SEE YOUR TRAVEL AGENT or Write for Free Booklet No. 73-B 








ew! caravan Mediterranean 


Cruise and Tour of NORTH AFRICA and SOUTHERN EUROPE 


Sailings from New York February 2nd thru October 29th on American Export Lines 


from s] ,098 CARAVAN TOURS, ™~ 


MOROCCO, Africa: SPAIN, PORTUGAL, ITALY, FRANCE, MONTE 220 S.°%State St., Chicago 4, Ill, 
CARLO, GIBRALTAR, ISLAND of MAJORCA, CANARY ISLANDS Please send brochure as marked below: 
: t | European Booklet No. 73-B 
Mediterranean Booklet No, 73-L 


SEE YOUR TRAVEL AGENT or Write for Free Booklet No. 73-L | 
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a 9-to-d 
test 
is best , 


for on-the-job proof of 


speed — ease — precision! 








For speed and efficiency test Olympia’s amaz- 
ing automatic paper injector illustrated 
above. Set “feed-dial’” — pull lever — and 
presto there’s your letter, envelope or label 
—positioned and aligned ready for typing! 
All without time-wasting adjustments. Auto- 
matically ejects envelopes and labels. 


You'll like Olympia’s exclusive “‘fatigue- 
free” 





finger-form keytops . . . spring-cush- 





Exclusive 
Spring- 
cushioned 
keytops 











ioned for easier, faster, finer typing. 








Just two of the many advanced—and 
worthwhile—typing aids that make the pre- 
cision-built Olympia the world’s finest type- 


writer to do business with. 


For a trial demonstration . . . consult the 


Yellow Pages for name of your nearest dealer. 


OLYMPIA DIVISION, INTER-CONTINENTAL TRADING CORPORATION, 90 WEST ST., NEW YORK 6, N. Y. 
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Pink is becoming to you... 


Pink is a decorative color around the office, in drapes, in dresses, in your 


grooming accents. There's a pink pencil too. FUTURA, with the new, 
orthodigital shape, ts so easy to hold, so comfortable to use. It reduces 
finger fatigue. Try one yourself and you'll agree. 
Write on your compan) letterhead for a sam ple FUTURA pencil with 
exclusive TRY-REX shape. Dept. TS-2. 


RICHARD BEST pencit coMPANY, Inc., Springfield, N. J. 
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EEF CTRAMABRIE ...the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That is 
why Panama-Beaver, leaders and pioneers in the development of highest 
quality carbon papers and inked ribbons for over half a century, have gone 
through years of research, taking advantage of their vast knowledge and 
selected skills to bring you “SELECTRAMATIC.” This carbon paper 
has the cleanest finish ever, is easy to handle and gives you longer wear 
and service. “SELECTRAMATIC” lets you erase without a trace! 


Panama-Beaver’s only business has been, is, and always will be to develop and 
produce superior carbon papers and inked ribbons for all business machines. 


Do yourself a favor—try “SELECTRAMATIC.” 
Call your Panama-Beaver man, always a live wire! 
ALWAYS SEND A “TIMESAVER”™ COURTESY CARBON COPY 


= 
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MANIFOLD SUPPLIES CO. 
Brooklyn, New York 
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Effortiess Exhaustion iS promised your boss by the 
magazine Industrial Canada (Oct.). Just see that he 
follows these rules for that executive slump. (1) 
Your job is first; personal considerations, second. 
2) Give some time to the office--evenings, Satur- 
days, Sundays, and holidays. (3) Bring work home 
from the office. (4) Never turn down a request. Say 
"yes" to meetings, banquets, and committees. (5) 
Time for lunch? “Sandwich in" a conference or two. 
6) Vacations are out. (7) Never delegate respon- 
Sibility. P.S. You might follow these rules, too. 
Then the boss will have company in the doctor's office. 





Chivairy and the British. Mr. Richard Marsh, the Labour 
M.P. of Greenwich, has taken up his knightly cudgels 
in defense of the English secretary. Says Mr. Marsh: 
"In some small offices--and the City of London is 
probably the worst of all--you will see macs and over- 
coats steaming all day because there is no place to 
hang them. Typists crammed together...Anaemia twice 
as high as among agricultural workers. Heart, liver, 
and kidney diseases all higher. In fact, it is one 
of the most dangerous occupations in the country." 


Moonlighting is on the increase among Americans. More 
and more of them join the "breaking and entering" set 
by holding down a second job after-hours. Last count: 
three times aS many male moonlighters as women, with 
married men heading the list. By occupational group, 
farm laborers rate highest, then professional men 
(especially teachers)...Late dictation anyone? 


Who’s Who. Fortune magazine went a-sleuthing recent- 
ly among the upper echelons of the business world. 
The result, this dossier on the "typical" boss of a 
major enterprise. He is about fifty-eight and has 
been with his company for some twenty-two years. For 
working a total of fifty-two hours a week, he takes 
home $73,000. His background is typically middle- 
western or northeastern, tacked on his wall a college 
degree. His father was a buSinessman. Fortune is 
Still hunting for the typical boss’ fingerprints. 


PEAK FATIGUE hours are from 10 a.m. to ll a.m. and 
5 pem. to 4 p.m. If you find yourself dozing then, 
don't worry. Relax and enjoy it...DURING THE FIRST 
part of the last century, working hours were just 
twice as long as they are now...In September of 
this year, 66.3 million Americans were employed... 
"Businessmen often talk about the need for ‘new 
blood,’ but they generally want it to run to the 
same blood type.” (Louis E. Wolfson.) 
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PERIODIC PAIN 


Don’t let the calendar make a 
slave of you, Betty! Just take a 
Midol tablet with a glass of water 
... that’s all. Midol brings faster 
and more complete relief from 
menstrual pain—it relieves 
cramps, eases headache and 


\ chases the “blues.” y, 


“WHAT WOMEN WANT TO KNOW" 
o 24-page book explaining menstruation is 
yours, FREE. Write Dep't TS-260, Box 280, 


i" New York 18, N.Y. (Sent in plain wrapper) 4 


Bettyé GA I 


wiTH 























[t's wonderful! 


NEW “SCOTCH” BRAND 


Typewriter 
Cleaner 





Types the dirt away! 
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YOUR HANDS STAY CLEAN! 
‘“‘SCOTCH”’ BRAND’S new cleaner comes 
in a Clean, dry sheet. Just roll it into 
your typewriter like paper. There’s 
no messy solvent, no brush, no putty 
—and no stains on your fingers, no 
spatters on your clothes. 
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KEYS CLEAN UP QUICKLY. Chem- 
ically-treated fibers on the sheet pick 
up dirt, lint and ink like magic. Strike 
each key firmly three to five times. 
The whole job’s done in less than 
three minutes. Cleans type on other 
office machines, too! 


LETTERS SPARKLE! Your next typ- 
ing job will look crisper, cleaner— 
even the boss will notice the differ- 
ence. Sheets have handy perforations; 
tear off the used portion and save the 
rest. Ask your office supplier now for 
““SCOTCH”’ BRAND Typewriter Cleaner 
—three full 8'.” x 11” sheets just 98¢. 











"SCOTCH" IS A REGISTERED TRADEMARK OF THE 3M CO. 


Minnesota [fining ano )ffanuracturing company ES 
«++» WHERE RESEARCH IS THE KEY TO TOMORROW 
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Soap not enough?... Abrasives too Rough? 


CLEAN HANDS 


Vanishes all office stains—gently, safely ! 


e* 


smart-looking squeeze bottle 


elicate lemon fragrance 





Secretaries’ scrubbing sessions—daily drudgery 
even in the most modern of offices — are now as obso- 
lete as roll top desks. Clean Hands gets rid of the 
toughest of office stains. Hectograph, mimeograph, 
addressing machine ribbon and carbon and ribbon 
inks and stains disappear with just a gentle applica- 
tion. Cracked cuticles, chemical hands and a host of 
other by-products of harsh solvents and abrasives 
have had it. Save those secretarial hands with Clean 
Hands. See your Columbia representative. 


CLEAN HANDS 
BY 





COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, NEW YORK 


COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIFORNIA 
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“HOW WERE THINGS AT THE OFFICE?” 
Wright Everett. Simon and Schuster, Inc., 


630 Fifth Ave.. New York 20, N. X. Sb. 


A look at life in the office. Seventy-one 
scenes selected from old movies—with 
modern captions. You'll see yourself in 
the “Early Hours” (7 to 9 a.m.). the 
“Long Hours” (1 to 5 p.m.). and the 
“After Hours” (6 p.m. to 2). Laugh. and 
the boss will laugh with you... . 


THE FACTS ABOUT DICTATING MACHINES. 
American Geloso Electronics. Inc., 251 Park 
Ave. S.. New York 10, N. Y. 16 pp. No 


Don't follow the boss’ dic tates about 
dic tating mac hines before reading this 
hooklet. Lists the features buvers should 
look for. makes public a survey disclos- 
ing what other secretaries deem impor 
tant. Fifty new ways to save time and 
money via your dictating machine pave 
the way toward “more talk, less action.” 


INCREASING OFFICE EFFICIENCY. \ ision, 
Inc.. 635 Madison Avenue. New York 22, 
N. = Two-color. 22 })p). 35 cents, 


To be effective. be efi rent. This train- 
ing manual outlines plans for greater 
offic e efficiency and reports hou other 
companies have accomplished it. Tips 
on cutting the cost of mailing and office 
forms, improving files and office layout, 
etc. Of special interest: a method of 
sharing secretarial services without the 
accompanying disadvantages of secretar- 


ial-pool life. 


REMOVING STAINS FROM FABRICS, HOME 
METHODS. Superintendent of Documents, 
U. S. Government Printing Office, Washing- 
ton 25, D. C. 30 pp. 15 cents. 


If yowre spill-prone, let these stain-re- 
moval suggestions for the newest man- 
made fibers come to the rescue. Booklet 
describes proper use of all removers— 
absorbent materials, detergents. solvents, 
and bleaches and other chemical solu- 
tions. Includes specific directions for 
removing individual stains as well as 
general instructions. 


THE SHAPE YOU ARE IN. The W illiam-red- 
erick Press, 391 E. 149 St., New York 55, 
N. Y. 15 pp. 25 cents. 


This is a “watchbird” watching “super 
stoopers.” “shoulder heavers.” “torso 
twisters.” and all other poor-postured 
persons. For bad posture not only ruins 
one’s appearance but affects health and 
well-being. Illustrated pamphlet teaches 
you to stand and walk gracefully, sit up 
when you sit down, get rid of “television 
neck.” and SO on, 
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| GUARANTEED BY | EBERHARD FABER 
J 








something 
for the giris 


EASY WAY TO CLEAN AWAY MISTAKES 





Here’s the newest addition to the world’s largest and most complete line of 
erasers. It’s the new STENORACE by EBERHARD FABER...in attractive cosmetic 
colors, fashionable finish and functional design! Color-coordinated to the very 
tip, even the STENORACE brush is color-matched to the finish of the woodcasing. 
It’s the secretary’s favorite! 


There are over 75 EBERHARD FABER “paper-mated” erasers in all: pencil...ink 
...typewriter...art...erasers for every need...including the famous Pink Pearl. 


See your nearest stationery supplier for a stock of erasers by EBERHARD FABER 
—your one source of supply for all writing needs. 


SINCE 1849 


EBERHARD FABER 


Reg. U.S. Pat. Off. and Other Countries Wilkes-Barre, Pennsylvania-New York-Toronto, Canada 
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Talk two 
with 
Smith- 
Corona! 













MORE EXCLUSIVES THAN ANY OTHER ELECTRIC 


Only the Smith-Corona Electric gives you so many 
unique, useful exclusive convenience features: 
One-hand, one-step automatic margins. Cushioned 
touch. On-off signal light. Page Gage. Half-spacing. 
The Smith-Corona Electric, precision-built to the 
highest standards of reliability, is first in value, too. 
Compare feature for feature — dollar for dollar — 
with any other office electric typewriter made today. 


s/c | 
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THE ONLY MANUAL WITH ACCELERATOR ACTION 


The Smith-Corona Secretarial has livelier touch and 
action for more typing speed, greater typing ease. 
And it’s the sturdiest, most reliable manual made. 

Whatever your needs, the Smith-Corona typing 
counsellor will match the machine to the job. For a 
free demonstration and the “Secretary’s Handbook,” 
call your Smith-Corona office or write to Smith- 
Corona, 701 E. Washington Street, Syracuse 1, N. Y. 











SMITH -CORGNA 


DIVISION OF SMITH-CORONA MARCHANT INC. 
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BROCHURE 


160 features color for 


four pastel shades and four modern wood-grain surfaces. All 


finished with baked-on melamine p 
easily cleaned with a damp cloth. 
ceiling. Brochure and further infor 


Workwall Division, L. A. Darling ¢ 


VERSATIMER 
company 


ofhice 
alarmed about overtime 
coflee breaks. Just set to length of break 
desired, press button to sound buzzer. Min- 
utes later, buzzer automatically sounds again. 
No installation. Information and prices from 
The Versatile Tool Company, Dept. TS. 122 
Heywood Ave.. Springheld, Mass. 


serves as an alarm for 


otheers 


GRAY KEY-NOTER SECRETARIAL is smal! in 
size (8 by 6 inches) but large in perform- 
ance. Transcriber features Illuminated Index 
Strip that lights 


Comes in five colors, has one-key simplicity. 


corrections, instructions. 


Price $299.50 for transcriber, listening de- 
vice, and foot control: from Gray Manu 
facturing Co.. Dept. TS, Hartford 1, Conn. 


the office in wall partitions of 


are 
lastic, are abrasion resistant, and 
Height ranges from rail level to 
mation available on request from 
o., Dept. TS, Bronson, Michigan. 





PENCIL SHARPENER. Smooth and thimble-shaped, this handy pencil 


sharpener is available in brass o1 
Replaceable blade has keen honed 
points. Black lacquered top is qui 


with a bright chromium finish 
cutting edge for sharpest pencil 
ckly removed for cleaning. Can 


double as a paperweight. Price $1.00; from Pat Products, Division 


of Ketcham & McDougall, Inc., Dey 





MOBILE FILING TRUCK whizzes 
through work in style. Has divided compart 
ments, step-stool platform to eliminate high 
toe stepping. Rubber bumpers cushion 
bumps, two swivel and two fixed castors roll 


SHELF 


easily. Information from Remington Rand 
Division of Sperry Rand Corporation, Dept. 
rs. 315 Park Ave. South, New York 10, 
N. 
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ut. TS. Roseland, N. J. 


COLLECTION STAMP collects bills with finesse 

and twelve selected phrases, User picks 
number of phrase, turns key until number 
appears in window and phrase is in stamping 
position. Phrases measure five-eighths inch in 
height, two inches in length. Price $8.95: 
from Douglas Homs Co., Dept. TS, 326 


Jackson St., San Francisco, Calif. 


; 














TWA Intercontine 


ntal Boeing 707 Jet 


A Completely New Concept 
to Bring You Erasing Speed, 
Perfection, Time Savings 


SUPER-CONVENIENT 
JET ERASERS 


SHAPE: Almost like a ball point pen. 
Wonderful in “feel” and balance, 
so easy to handle and use! | 
STYLE: Smart, transparent polyethel- 
ene holders with pocket clip or with 
whisk brush for typists. 


SIZE: Luxury-rubber cores, over 4'/,” 
long! 

SPEED: The smoothest, cleanest, fast- 
est erasing ever originated to de- 
light you, to “perfect” correcting, to 
minimize erasing time. 


EXCEPTIONAL QUALITY-RUBBER 


TEXTURES FOR ALL 
ERASING REQUIREMENTS 


MULTI-PURPOSE ERASER 

NO. 855 TWIN JET. Brand New! 
Double ended. Contains both gray and 
red rubber cores, each over 2” long! Gray 
rubber for erasing typewriting, business 
machine writing, ink; red rubber for pen 
cil erasing and cleaning 

FOR PENCIL ERASING & CLEANING 
NO. 825 JET. With fine red rubber 
core. (No. 8250 with whisk) 

FOR ERASING INK, TYPEWRITING, 
BUSINESS MACHINE WRITING 
NO. 827 JET. With business-like gray 

rubber core. (No. 8270 with whisk) 
FOR BALL POINT ERASING 
NO. 838 BALL POINT JET. Special 


**ball point’’ formula gre2n rubber. (No 
8380 with whisk) 


ww: 
pata 


Sou Nod Ta MII! 
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Money saving refills in each texture. 


THE NO. 800 JET TRIO DESK SET 
FOR EXECUTIVE SECRETARIES 
Unusual and attractive Jet Eraser Set. 
Contains one each Nos. 825, 827 and 838 
Jet Erasers, with refill for each. In at- 
tractive, convenient size, transparent poly- 

ethelene case 

Ask your office manager or sta- 
tioner today for Weldon Roberts 
Quolity Jet Erasers or write us 
for descriptive folder. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N_J. 


World's Foremost Eraser Specialists 


JET TRIO 
DESK SET 


Finest Quality for the Finest Erasing 





Correct Mistakes in Any Language 
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Your typing is 

“cause for = 
applause,” 
with 
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EATON’S CORRASABLE 


Typewriter Paper 








BOND 


It erases without a trace —so there's never any wasted 
time or motion with Eaton’s Corrasable! Even if vou 
do make a typing mistake, it disappears with a mere 
flick of a pencil eraser—leaving no telltale marks. 
That's why you can be sure of turning out neat 
work the very first time, every time with 
EATON’S CORRASABLE BOND! 

In all weights, including onionskin. 
100-sheet packets and 500-sheet 
boxes. At your stationer’s. 












You from Missouri, so to speak? See for vourself: 
Send 25¢ for 25 sheet sample. Address: Dept. T-20. 







ht on, 
EATON PAPER CORPORATION [E: PITTSFIELD, MASSACHUSETTS 
Sees*” 








RY'S DESK GUIDE TO PUN« 

FREE GIFT TION AND SPELLING oo Divi 
STON AND SaSE eee . our s 

te : . 


STARLIGHT | : Poe RATION, ours at 


aa se hen eg how cael Secretaries 
—and those ‘‘on the way up”’ 


Easier, faster ways to handle every- 
* TON \ ; ) day secretarial problems—600 tips 
to help ease your burden of work— 
tactics to put you ahead for a raise 


and the better job you want 
Here is the most complete ide 
10 for sec retaries ever written! G ives 
1-2-5 answers on every 
eivable ofiice questior Helps sou 
evelol our judgment atid selt-re- 


ianee in handling independenily 
JOD assigned lu yuu 


Complete 
Secretary's Handbook 


by Lillian Doris and Besse May Miller 
Examine !0 days free! See for yourself low this blaudtwok 
Friendship Photos’ excitingly new different Shadowbox an help you win greater confidence from your employer 
Prints with deep sunk embossing and softly rounded greater —, from your — ee in line a 
ire otion and igver pay ee up on heiptu wints | » 
corners add subtle glamour to that treasured snapshot. — : — 
Prints are wallet size 24%" x 3%”. Satisfaction guar- 
anteed. Order today 
EXTRA BONUS — FREE WITH EACH $2 ORDER 
4” x 6” Princess Portrait enlargement. 
—_——<< << A AF SF LF LS KF KF a 
1 Friendship Photos, Dept. F-14, Quincy 69, Mass. 
{ Please send me 
" f— 25 “Shadowbox” Friendship Photos, from one 
Lt pose... $1.25 enclosed. Also send Free Starlight 
H Case and Frame. 
r— 50 “Shadowbox” Friendship Photos, from one 
l LJ pose... $2.25. Also send Free additional Princess 
I Portrait Enlargement and Frame. 
a 


From Your Own Favorite 
Photo, Snapshot or Negative 


25 FOR +4 
or BO ror *2 


plus 25¢ shipping 





How to set up a ‘‘foolproot’’ reminder system 
How to act for your employer when he is away 
How to make smooth travel arrangements 

How to write letters without dictation 

How to attend to social obligations 

How to keep track of empioyer's financial affairs 
How to maintain friendly client relations 

How to setect your office wardrobe 

How to handie your job and yourself with 
polish and poise 

How to avoid neediess overtime ee. 


ie aby this is the 





o ce Aas ys’ free trial 





! PRENTICE-HALL, INC., Dept. 5886-B3 
1 Engtewood Cliffs, New Jersey 
i; Send me the ‘‘Complete Secretary's Handbook’’ for 
H atior After 10 days I will either remit 
$4. os plus a few cents for postage and packing 
| enclose photo, snapshot or negative which you will i 
return unharmed. My money back, airmail, if I'm not 
completely satisfied. I 


1 
eturn the book and owe nothing. I am also to re- | 
eive FREI ** Secreta Desk Guide to 
i: Punctuation and Spelling, Word Division and Hyphen | 
| ation | 
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| Name...... 


} 
| Address 


, City —— State 
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Q. When a nickname is used in the saluta 


fion ofa letter. should it be enclosed in quo 
tation marks? For example: a person u hose 


name is Lewis is nicknamed Louie. 


{. Asa nickname is not regarded as an 
abbreviation but as a shortened form of a 
name. it need not be enclosed in quota- 
tion marks. This rule applies to all parts 
of a letter. although the name should be 
spelled in full on the envelope. 

The use of such nicknames is in line 
with the increasing informality found in 
business letters today. 


— = — 
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FAREWELL 
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Q. When regular stationery is supplied tor 
x 
inter-office use. is it necessary to use a salu 


tation and complimentary closing 7 


A. Itis not necessary (though perfectly 
proper) to use a salutation or closing on 
inter-oflice memoranda. 


Q. Wanted: a solution for a telephone 
eourlesy problem, VJ boss. who is tre quently 
out of town. receives many long-distance 
calls. Thus. when such calls come. someone 
else must handle them. The problem is 

whoZ Tl must know the name of the customer 
on the wire before / ean trans:er the call, as 
there are men assigned to sper ific territories. 
But many operators refuse to vive this infor- 


mation, What approach should 1 try next? 


{. Long-distance phone calls involving 
territorial situations can be a problem. 
Fortunately. most operators will co-oper- 
ate in obtaining from the caller the in- 
formation needed to, connect him to the 
right party. 

In your case, however. you have no 
choice but to persist (as pleasantly as 
possible) until you get the name of the 
company calling. If you could make a 
brief explanation as to why you must have 
this information. it would probably hasten 


the process, 
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Q. Reference Manual for Stenographers 
x 
ind Typists (Gavin and Hutchinson) states 
eee] : 
t “the expression the number has a singu 
meaning and demands a singular verh: 
tnumber has a plural meaning and demands 
plural verbo” Does the same rule apply to 


e terms the total and a total? 


{. The choice of a or the before total 
does not parallel the choice of the article 
hefore number. A number means several 
and therefore has a plural meaning: the 
number means a particular one and has a 
singular meaning. 

Total. on the other hand. is really a 
collective noun. (The term “collective 
noun is applied to almost any noun that 
expresses two or more things crouped to- 
vether.) As vou know. a collective noun 
may take either a singular or a plural 
verb. depending on the sense of the sen- 
tence. If it indicates a group as a unit. a 
singular verb is required. If it refers to 
individual things within the group. it 
ceases to have a collective meaning and 
requires a plural verb. Thus: 

The committee has agreed to meet 
Friday. 

The committee were not in agreement 
on the action to be taken. 





Q. Should the subjunctive consider or the 
cative considers be inserted in the follou 
sentence: “This will insure that each 

visor (consider, considers) the prob- 


during the year, 


{. The subjunctive form consider is re- 
quired in your sentence. This verb occurs 
in a noun clause (that each supervisor 

) following a main verb (insure) that 
expresses an indirect command or an im- 
personal opinion. Such emphatic verbs 
are followed by the subjunctive mood. 
These sentences illustrate the same sub- 
junctive construction: 

Miss Adams requested that we be 
pron pt. 
lt is imperative that he move at once. 


| move that the meeting adjourn. 


February. 1960 






@New GIRL FRIDAY won't smear. You 
needn't be afraid to wear white to the 
office when you work with GIRL 


FRIDAY! 


e@ Provides the clearest, sharpest copies 
ever—and plenty of them. Wait ’til 
your boss sees the work you turn out 


with GIRL FRIDAY. 


Now say goodbye to old-fash- 
ioned carbon paper that smears 
papers, hands, sleeves and cuffs. 
Get acquainted with GIRL 

FRIDAY—amazing new trans- 

fer tissues that obsolete ordi- 
nary carbon paper. 

Imagine typing copies all day 
long and not having a single 
smudge to show for it! GIRL 
FRIDAY is another amazing de- 
velopment of the Space Age. It’s 
not made from smudgy carbon, 
but from a new, non-smear li- 
quid ink formula, suspended in 
a special plastic base. GIRL 
FRIDAY does everything your 
present carbon paper does, but 
does it better, cleaner and 
more economically! 


e GIRL FRIDAY lasts three times 


longer than ordinary carbon paper. A 
real money-saver. 


e@ One weight, one finish is right for all 


typewriters—manual, electric, portable. 


Don’t put up with smeary, smudgy carbons any longer. Switch 
to amazing, new GIRL FRIDAY. Your carbons will look 
better ...and so will your hands, sleeves and cuffs. The cost 
is only $4.50 for 100 letter-size sheets that are the equivalent 
of 300-500 of your present carbons. 











from your n 


for a full refund. 


LY IS LIMITED —so order your SUPP 
“ste earest Paul B. Williams office today. If you're 


not 100% satisfied after you try i 


ply of GIRL FRIDAY 


t, return the unused sheets 





ORDER NOW—PAY LATER om om om oe me oe me me my 


PAULB. WILLIAMS, Inc. 321 Broadway, New York 7, N.Y. WO 4-3447 














l i 
I I 
I 1010 Broad St. 1 Neperan Rd. 230 Main St 313 No. Aycock St. ft 
I Newark-2, N. J. Tarrytown, N. Y. Cambridge, Mass Greensboro, N. C. I 
Mitchell 2-6464 MEdford 1-1881 UNiversity 4-8260 BRoadway 5-0446 
I White Plains 6-6332 | 
Please send (No.) of boxes of GIRL FRIDAY—packed 100 sheets to the 
' box. (100 Sheets of GIRL FRIDAY last as long as 300-500 ordinary carbons!) ' 
1 C Letter size @ $4.50 per box £) Legal size @ $4.75 per box j 
i C) Payment enclosed (We pay postage) £) Send bill later i 
I I 
t Compan I 
I . Serer -¢ 
Address : 
| : I 
' City, Zone, State ' 
Order authorized by 
" (New York City residents, please add 3% sales tax.) tT J 
Tce SS Se eww ST ST ee oe ee a —_ 


— 
Vv 








QO. What are the rules governing the use 


of periods (. ..) within quoted material? 


{. Words omitted from any part of a 
quoted sentence are indicated by three 
periods (four at the end of a sentence): 
thus: 

“Although interjections ... occur freely 
in conversation, they are of negligible 
importance in commere ial correspond- 
CRGG. « 4 Pte 

When the omission occurs at the begin- 
ning of a quoted portion. the first word of 
the quotation is not capitalized unless it 
so appears in the original material. For 


example: 
The author of our English textbook 
believes that “... the structural principles 


of our language must be mastered.” 
\ recent survey revealed that 
Phis English course is required for gradu- 


ation. 


Q. Should the word data take a singular 
or a plural verb? 

A. Whether to choose a singular or a 
a plural verb following data puzzles many 
writers. 

Strictly speaking. data is the plural 
form. The singular datum, however, is 
seldom used. Actually, data is ordinarily 
used as a collective noun, and collective 
nouns may take either a singular or a 
plural verb. depending on the sense. 

Todays trend is to use the singular 
verb, except in formal writing. 


Q. Is Dear Sirs the correct salutation for 
‘ 


a letter written to a company? 


{. In this country, the older form Dear 

Sirs is seldom used in letters to com- 
panies. It has been largely replaced by 
Gentlemen. 





... with The TAB that TOPS them all! 

















Tailored Filing 


to meet your every filing need 


When Hanging Folders best suit your needs... then 








COMPARE ...... the advantages found in Smead’s 


Flex-1-Vision Hanging Folder Line. 


COMPARE...The Tab Full one inch exposure. 
All metal for permanence. Rigid—Always upright—Unbreak- 
able. Angled for easy reading. Easier to attach and to remove. 
‘Tabs may be used on other hanging folders or for other in- 
dexing by attaching to file pockets, catalogs, swatches, covers, 
guides, ete. 

COMPARE...The Folder Folder top has tab 
position indicators for 1/3 and 1/5 position. Reverse the folder 


for front and back tabbing for 2” or 3” tabs. Securely bonded 
hangers to eliminate slippage on rods 


COMPARE...The Hanging Follow-Up- 
Folder ‘Whe sliding signals (Green and Red) are unique 


and positive reminders 


COMPARE...The Hanging File Pocket 
Extra high cloth reinforced gussets which prevent contents 
from catching on drawers or trays. 


Also Available—Interior Folders, Frames, Colored Inserts and Inserts for 
ovstem Indexing 


SEE YOUR SMEAD DEALER... or write us, on your business letters 


head, for a free sample of the folder and tab.. 





MANUFACTURING CO., Hastings, Minn. 


LOGAN, OHIO CHICAGO, ILL. LOS ANGELES,CALIF. 














Q. How is the word photostat correctly 
used when referring to the copies made from 


a photostat machine ? 


A. Although the Merriam Webster Die. 
tionary does not include the adjective 
photostatic, some other dictionaries do, 

This manufactured adjective was prob. 
ably modeled on the somewhat similar 
pair, photograph and photographic. Ad. 
jectives can be made from nouns by the 
addition of any of a large number of suf. 
fixes, one of which is ic. 

Actually, the expression photostatic 
copy is redundant, as aphotostat is a copy, 
It is sufficient to refer simply to. say, 
a photostat of the contract. 
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. Is a semicolon always used when two 
independent clauses. one or both containing 
commas, are joined by conjunctions such as 
or, and, or but? For example: “If 1 get @ 
ride, | am going downtown: and I will get 


the sweater for vou.” 


A. The general rule for punctuating a 
compound sentence in which one or both 
of the clauses contain a comma is to use a 
semicolon to separate the independent 
clauses. 

However, the compound sentence that 
you quote is an excellent illustration of 
an important exception to this rule: name- 
ly, when a sentence starts with a depend. 
ent clause that applies to both co-ordinate 
clauses, no comma or semicolon should 
separate the co-ordinate clauses, for that 
punctuation would make the introductory 
subordinate clause apply only to the first 
co-ordinate clause. Your sentence should, 
then, be punctuated: “If I get a ride. I 
am going downtown and | will get the 
sweater for you.” 





Q. In the sentence, The records of the 
meeting of October 14, 1958, were presented, 
is it proper to follow the 1958 with a 
comma? 


A. Inthe sentence you quote, a comma 
should follow as well as precede 1958. 
The year is considered an explanatory 
item that should be set off by two 
commas. In a date line, however, no punc- 
tuation follows the year unless full or 
close punctuation is used throughout the 
letter style. 
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and your 


Stenograph 








as a top medical-scientitic court reporter 
management secretary stenographer .. . 




















And it’s all true! Steno- 
graph is the fastest way 
for you to turn a dull job 
into an exciting career! 
Mail this coupon today. 





Stenographic Machines, Inc. 
8040 North Ridgeway Ave. 

















Skokie, Ill. T-260 
Please send me full information 
on Stenograph — modern ma- 
chine method shorthand. 

name = ae 
present position — 

school " 
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e e oe CO meet earn a really 
interesting people good salary 


Fy y. 1960 





No vanishing dictation on 


The bewildered young lady in our picture is trying to 
transcribe dictation that is lost forever. It isn’t really her 
fault ...or her boss’s, either. 

Some dictating machines use invisible recording media. 
It’s too easy to erase and you can’t see it. 

The Dictaphone Time-Master® dictating and tran- 
scribing machines use the unique, red Dictabelt. You can 
see the dictation, and find your place immediately. It just 
can’t be erased accidentally. 

And Dictaphone Time-Master is so easy to use it'll save 
you hours of retyping and overtime. Ask your boss to try a 
Time-Master and see how much time he will save, too. 











WEEGMME Dictaphone Time Marten 





Di h 
THE SHORTEST DISTANCE BETWEEN IDEA AND ACTION ... ictap one CORPORATION 


Dictaphone, Time-Master, Dictabelt are registered trademarks of Dictaphone Corp., 730 Third Ave., N. Y. 17, N. Y.; 204 Eglinton Ave. E., Toronto, Canada; 17-19 Stratford Pl., London W. 1, England 
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Eyes get tired when you cut stencils? Try the new 
VISI-COTE Stencil by Roytype. 

Makes your typing stand out clearly. You can read 
as you type and proofread when you're finished, with- 
out squinting or straining your eyes. When you run 
your stencils off, you'll find that your copies, too, have 
a crisp, clean sharpness. 

You don’t have to clean your type after each para- 
graph as you often do with heavily waxed stencils, 
because VISI-COTE has a strong plastic coating. Elim- 
inates the need for a pliofilm sheet . . . saves time in 
making corrections. And there’s no need for a special 
writing plate to stylus signatures. 

Try it out and see for yourself—just mail this coupon 
for a FREE SAMPLE. Or ask your Roytype Repre- 
sentative for one. 


February, 1960 


NEW ROYTYPE VISI-COTE STENCIL 


ROYTYPE, Royal McBee Corporation 
Westchester Avenue, Port Chester, N. Y. 
Please send me a FREE SAMPLE of your VISI-COTE 
Stencil. 


(EF) 


Name 





Company 





Address 





City Zone State 


ROYTYPE 


ribbons, carbon papers, quality supplies 
for all business machines 


Products of Royal McBee Corp., World’s Largest Manufacturer of Typewriters 














This “different” tape that disappears 
mends torn pages to last for years! 


SCOTCH BRAND 
. No. 810 Magic 
A Mending Tape 


\ for permanent paper mending 











This amazing tape practically disappears on contact with paper, will never turn 
yellow, crack, peel or ooze adhesive, or get sticky. Trust it for all permanent 
paper mending and sealing. Available at stationers everywhere. 


“SCOTCH” BRAND Tapes are a girl’s best friend! 
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Between 
Us gurls... 


by Nancy 


While we're on the subject 
a smart stocking-saver idea is 
to cover desk or 
drawer edges with 
smooth strips of 
tape to stop snags 
before they start. 





First aid for nylons: stop stock- 
ing runs temporarily witha tiny, 
inconspicuous tab of “ScoTcH”’ 
BRAND Magic Mending Tape. 
It won’t show. 


When you've torn an impor- 
tant paper (and just who doesn’t 
have accidents?) don’t burst 
into tears—reach 
for the “SCOTCH” 
BRAND Magic 
Mending Tape. 
Mends so invisibly 
the boss probably 
will never notice it 

and certainly 
won't object if he does! 





Sign seen on an office wall: “I 
like work, but it sure breaks 
up my day!” 


Smart girls make their work 
easier by using the right 
“ScoTtcH” BRAND Tape for 
every office job. You, too, can 
become a tape expert in one 
easy lesson. Write to me, Nancy, 
Dept. CBM-20, 3M Company, 
St. Paul 6, Minn. for my free 
booklet that shows 
you why “ScoTcH”’ 
BRAND Tapes are 
a girl’s best friend. 
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Save 
Other 


Secretaries 


.. from the tedium of office tasks. After all, anything a machines does, 
the secretary doesn’t have to do. The following are the suggestions 
of panel members who realize the work they save may be their own. 





Why don't cellophane-tape manufacturers make it in wider strips? In my 
office. we use tape to mount newspaper clippings and to cover up exhibit 
material. Both time and tempers are lost having to cut and apply five or six 
strips of tape for large surface jobs. Wider tape would make it so much easier. 


Viss E. f. Lyons. Haddonfield Veu Jersey 


Often. when distracted from typing chores. | return to the keyboard and 
type an entire line with my hands on the wrong row. Typewriter companies 
could remedy such situations by giving a slightly different “feel” to the home 
row of keys. It would help us typists get our bearings. 


Mrs. Carolyn M. Rissman. Albany. Oregon 


Why not an electric wastebasket capable of reducing its contents to ashes? 
This would eliminate tearing up confidential material and daily pickups of 
wastepaper. And how much neater the office would look! 


Miss Frances Pallant. New Albany. Indiana 


I wish typewriter manufacturers would include a hyphen in the upper case 
of type. When typing a manuscript in upper case, it's annoying to have to 
stop, release the shift. type the hyphen, and reshift to upper case before con- 
tinuing. If other secretaries use the asterisk as infrequently as | do. manufac- 
turers could reverse the two punctuation marks. (It's easier to type one char- 
acter in upper case among lower case than vice-versa. ) 


Urs. Sylvia Saurer. Montrose. California 


Help on the Way 


... for secretaries who would like a combination paper punching 
and reinforcing machine (October issue). The Conifer Corp., 1209 Bruce St.. 
Boulder, Colorado, has started patent proceedings on such a machine. Write 
them for additional information. 


. for keeping wayward staples in tow (December issue). The 
Bostitch (East Greenwich, Rhode Island) G2 staple remover, which attaches 
to a desk stapler, has a wedge-shaped blade that slides off a dozen or more 
staples and keeps them on the blade. When filled, simply flick the used staples 
into the wastebasket. 


. but not for those seeking gold-leaf typewriter ribbons (Decem- 
ber issue). Codo Manufacturing Co., Leetsdale, Pennsylvania, says the ex- 
cessive cost and limited demand for such ribbons make them impractical. 











There must be some products you could use that are not yet available 
from manufacturers. Jot down your suggestions and send them to: Panel 
Editor, TODAY'S SECRETARY, 330 W. 42 St... New York 36, N. Y. We'll 
pay $5 for every suggestion used in the magazine. (In case of duplicates, 
the earliest entry will be honored.) 














‘““Orchids for me... 


when my Edison Voicewriter 
really deserves them!” 


“Honestly, when my boss started talking about machine dictation, I 
really worried. But I needn’t have. A couple of weeks with the Edison 
Voicewriter .. . and they’re congratulating me for doing such a good job! 


“I used to have to spend hours taking dictation . . . then hours tran- 
scribing my shorthand notes. You know how it is— meant overtime often 
as not to get the work out. 


“But with the Edison Voicewriter, that’s all changed. My boss dictates 
anytime, anywhere. It’s so much easier for him! And it gives me the time 
to do a better job . . . be more of an executive assistant! 

“Transcribing is so much easier! Dictation comes through crisp and 
clear from the Voicewriter Diamond Disc. And when there’s a peak load, 
it’s so easy to pass along the disc to another secretary. Just try that with 
shorthand notes!” 


Edison Voicewriter 


A product of Thomas A. Edison Industries. McGraw-Edison Company, 
West Orange, N. J. In Canada: 32 Front Street W., Toronto, Ontario 
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GIVE YOURSELF A CHANCE! 
Ask your boss to let you mail cou- 
pon. You'll do him and yourself a fa- 
vor. No obligation. 


= 3 fo 





To: 
Edison Voicewriter, Dept. TS2 
West Orange, New Jersey 


Both my boss and I want to know more about 
what a dictating machine will do for us! 


Name 





Boss’s Name 





Company 





Street 
City 


Zone State 
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BY E. LILLIAN HUTCHINSON 


KEY TO TEASEKS ON PAGE 69 


New Words 


The following words are either recent additions to our dictionaries or old words 


with new or added meanings. Define them. 


l. omnibus >». streamlined 5. emcees eremlin 9. stereophoni« 
”. topflight L. candid camera 6. ad lib 8. featherbedding 10. angle (in writing) 
} 
] 
| 
On Your Toes 


Some of the sentences below contain words that are similar in sound and appear- | 
| 
ance to the words intended. Find the incorrect words and supply the correct ones. | 


1. T should like to except the invitation—accept I don't play bridge. 

2. Lhave never been formerly introduced to the principle of the school. 
3. What is the capital of our 49th state ? 

!. Can vou advice me whether this dress can 


, 


he died satisfactorily ? 
5. Lack of application is the principal reason for inability to spell correctly. 
6. An effective method of reducing is to substitute fruit for rich deserts. 


None of these 


The bride’s first biscuits were as heavy as led. 


arguments nor complements effect me in the least. 


9. A sympathy letter should be written on good-quality white stationery. 


10. | claimed exemptions for three dependence on my income tax report. 


Letters You Don’t Hear 


The following definitions indicate frequently used words that contain silent letters. 


Spell the words. 


1. A body of land surrounded by water. fs) 


) 


Phe opposite of right. 
lo strike or rap. 6. A song of praise. 
A twenty-fourth of a day. 


\ visitor 


) The Opposite ol day. 


1. | nruffled, still. 


What’s Wrong? 


Spot the violations of good English in these sentences and substitute the correct 


lorms., 


1. Helen is a real sensible girl. 

2. Emma is the best dressed of the two girls. 

». The reason he returned the shipment was because some items were defective. 
1. I was so frightened by the collision that I near fainted. 

5. I have most finished typing the report. 

6. What kind of a recommendation do you call that? 

The position of cashier is rarely ever given to a beginner. 


He reported that sales were greater in August than in any month. 


“Letters” 


The word letter is found in many frequently used phrases or terms, some of which 
ire indicated in the definitions below. Can vou figure them out? 

|. Stationery containing a printed or engraved heading. 

Literally. 

\ telegram sent during the day at a lower rate than a regular telegram. 
1. A person of erudition. 

». Correct in every detail. 





6. Works ot literary excellence characterized by good taste. (French word.) 
Printing done from type rather than from engraved plates. 
lo interspace. 
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NOW- 
TOTAL RELIEF 
FROM 
PERIODIC 


en DISTRESS 


FEMICIN 


TABLETS 
Hospital-tested, prescription-type 
formula provides total 
treatment in a single tablet! 












ACTS INSTANTLY TO 


® STOP CRAMPS 


* OVERCOME 
DEPRESSION 


* CALM 
JUMPY NERVES 


© ELIMINATE 
ACHES & PAINS 


e COMBAT 
PUFFINESS 


Worked even when others failed! 


Now, through a revolutionary discovery of 
medical science, a new, prescription-type tab- 
let provides total relief from periodic com- 
plaints. When cramps and pains strike, 
FEMICIN’S exclusive ingredients act in- 
stantly to end your suffering and give you 
back a sense of well-being. If taken before 
pain starts—at those first signs of heaviness 
and distress — further discomforts may never 
develop. No simple aspirin compound can give 
you this complete relief. Get FEMICIN at 
your drugstore today! It must give you 
greater relief than you have ever experienced 
or your purchase price will be refunded. 


For samples and informative booklet, “What 
You Should Know About Yourself As a 
Woman!” send 10¢ for postage and handling. 
Box 225, Dept.T014,Church St. Sta., N.Y.8, N.Y. 
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Dear S.r: 





Yo r secr t ‘'s f eer 
are mot all the s:m> str=n:t! 
long towar we cme 


they get tired a cd some 


o+uent 
























Dear Sir: 


On a new Royal Standard, 
vour letters come ‘out as 
though printed on a press - 
no light spots, no dark 
spots. 























That's because only 
Royal touch is tailored to 
the strength of each finger... 
and Royal touch is 20% lighter 
than the touch of any other 
standard. 








In fact, Royal touch is 
the closest approach to elec- 
tric touch in all standard 

typing. 
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See what a difference the Royal finger-tailored touch 
makes? And it’s just one of Royal’s exclusive benefits. 


MORE: 1. The space bar will not bounce or skip—even at 
160 words a minute. 2. It takes 9 seconds to change a 
ribbon on a Royal—and fingers never touch the ribbon. 
That’s Royal’s Twin-Pak. 3. Royal’s Letter Setter feeds 
as many as 9 carbons into place with carpenter’s-square 
accuracy—no more slanting lines. 4. All this plus the 





closest approach to electric touch in all standard typing. 


NET RESULT: You get neater work and more of it. 
Makes sense to trade in those old slow-pokes on new cost- 
cutting, secretary-saving Royal Standards. Doesn’t it? 


ROYA ; standard 


World’s Number One Typewriter 
There are more Royal Typewriters in office use than any other make. 
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@ Wuatr WouLp you do if two kangaroos 

hopped over to yout desk as you were in 

the midst of typing a letter? Well, if you 
ere Glory Harris or Alan Rogers, you'd 
obably go right on with your work. 


Or. if things weren't too busy, you 


ht take a few seconds off to sav 


NANCY huRwitz 


tell a/ tale... 
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hello and administer a pat or two of ap- 
proval. This latter tactic has one 


drawback though—it involves addi- 


tional greetings to a host of 
, Ys 
other animals. 

Being able to concentrate 


amidst such diversions is per- 


4 


haps the most necessary requisite for any- 
one joining the extraordinary organiza- 
tion called Animal Talent Scouts, Inc. 
\ secretarial job, even under the best 
of conditions, is somewhat hectic. Per- 
forming efhiciently with two Russian wolf- 


hounds at your feet, a baby pig under 











PHOTOS BY ALAN ROCERS 


... OF animals 


your chair. and a Siamese cat al- 
ternately stalking and attacking 
your typewriter keys requires an 
exceptional assortment of virtues. 

Between them, Glory and Alan 
more than fulfill the somewhat 





rigorous requirements with appar- 
ent ease and a considerable amount of charm. By spell- 
ing each other at the office ( Alan takes the mornings and 
handles the billing; Glory, the afternoons and most of 
the mail), they share the secretarial end of the business. 
In addition. Alan does photographic work and Glory, 
publicity. They share the numerous other duties every 
secretary falls heir to, and it all works out very well. 
Says Alan, “We complement each other.” 

One thing to which they credit the lack of any too- 
many-cooks type confusion is a strictly efficient method 
of handling and recording all phone calls. Each of the 
oflice’s three phones has its own clip-board and the time, 
date, and nature of every call is recorded. A glance at 
these boards and the over-sized appointment book is 
enough to give Glory or Alan a good idea of what has 
been happening in their absence. 

This arrangement may sound a bit unusual to the 9-5 
secretary, but it seems to be particularly suited to life 
at Animal Talent Scouts. 

The business, which selects and services animals for 
advertising, theatrical, and television work, is run by 
Lorrain and Berne D’Essen. “It all started in Florida 
shortly after the war,” Glory told us. “Mrs. D’Essen 
asked her husband (then in the pharmaceutical busi- 
ness) for a great Dane puppy for Christmas.” 

She got the dog. named him Dickie, and. in the course 
of time, lent him to several people for television appear- 


ances. He created such excitement that additional re- 
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Fact: animals like lots of attention. Result: interruptions 
in a secretary's schedule all day long. Note Glory. Mrs. 

D’ Essen. and friends. Note Alan keeping a wary eye on the 
room as he « ompletes an important phone call, 


quests for his services began coming in. Things might 
have stopped there—but Mr. and Mrs. D’Essen began to 
worry about leaving Dickie alone while they were at 
work. 

When he exhibited particular affection for a cat of 
their acquaintance, they decided to add the animal to 
their household. This was a turning point. and they now 
have some 45 animals in their home in downtown New 
York City. A partial list: three greyhounds, two Russian 
wolfhounds, two great Danes, two basset hounds, a sheep 
dog. and several other canines plus a llama, three kanga- 


roos. assorted cats. a macaw, several lambs. pigs. burros. 





a crow, and a prairie dog. In addition, they can supply 
just about anything else you'd want in the animal line 
from various farms throughout the country. 

“This business with Dickie and the cat,” 


Glory interrupted herself, “is not at all 


7) 


unusual. Very often the animals pick out 





friends for themselves like that.” 
She showed us Jester, an elegant Siamese 


who used to reside in California. One day he 






saw the wolfhounds (there on assignment) go by 
his window and jumped out to follow them. Final- 
ly he had to be purchased, 

“Incidentally he’s now having a wonderful time posing 
with everything from cat food to diamond necklaces,” 
Glory added. 

Chances are you've seen most of the Animal Talent 
menagerie at one time or another. Morgan Jr.. the bas- 
set hound. has been a frequent guest on the Jack Paar 
program. Steverino (“who is really a girl named Lady 
Greyhound—the living symbol of the Greyhound Cor- 
poration.” confided Glory) is a special friend of many 
television stars on both coasts. Victoria, the kangaroo, 
joins Morgan as living models for Bbantam—U. S. Toys. 
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Although everyone denies having a favorite among 
the animals (“Its impossible.” Mrs. D’Essen says sim- 
ply). the undisputed star of the ménage is Llinda Llee. 
the llama. who watches over everything with the calm 
superiority of an aristocrat. LL manages to look elegant 
even while filching a snack from the kitchen cupboard, 
which. incidentally. she opens herself. 

Another personality gal is LuLu Belle . . . “especially 
chosen.” says Glory. “because she combined all the most 
appealing qualities of the winsome little mongrel.” LuLu 
Belle can be found almost inevitably trotting steadfastly 
hy the side of adventurous. lost. or runaway little boys. 

Mrs. D’ Essen showed us a small toy bird that is abso- 
lutely guaranteed to turn LuLu Belle (normally quite 
serious and dignified in spite of her pixy-ish looks) into 
a romping puppy. A handy item at performances—one 
that never fails. 

“This sort of thing.” says Mrs. D’Essen, “doesn't hap- 
pen very often, but once you find such a trick it never 
fails. Jester.” she added, “will follow you anywhere if 
you simply put a shrimp in your pocket.” 

Glory introduced us to several animals currently ap- 
pearing on Broadway. Heather, an English setter, holds 
forth in “The Miracle Worker.” Chowsie. a Yorkshire 
terrier, and Amy, a lamb (snoozing peacefully in a play- 
pen). cavort in “Gypsy. 

“Or. if you prefer opera.” she said. “you can see Lady 
Huxley Belvedere in “The Gypsy Baron’ at the Metro- 


politan.” She pointed out the little pig sleeping under 
the chair. 
“Every animal we send out has a handler with 


him all the time.” explained Alan, whom we never 











saw cameraless in this photographer's paradise. 


“We do this for two reasons—to uphold our 


guarantee of a satisfactory performance and to protect 
the animals from being mishandled, even unknowingly. 
Each animal is cleaned and perfumed before being sent 
out; and we have substitutes, | guess you could call them 
understudies, for all those in the plays. We try to be 
completely dependable in a somewhat hazardous busi- 
ness. 

Every animal has complete freedom of the lower floo1 
of the D’Essen’s house. This includes a long narrow 
entrance hall. a front room which serves as the office. 
and a large back room, half of which is a very good 
looking modern kitchen. There is also a fenced-in back 
yard which is used for exercising and fresh air. 

All doors are kept open and the animals are free to 
roam as they please——there are no leashes or kennels 
and nothing is off-bounds. 

lt is not the least bit unusual to see Dolf, the great 
Dane (a great-great-great grandson of the original 
Dickie). sprawled comfortably in a sling chair or Vie- 
toria. the kangaroo, helping herself to some tap-water in 
the kitchen. 

There are no assigned sleeping quarters. Everyone 
just curls up in the most comfortable spot, forming what 
Mrs. D’Essen calls “a living carpet.” 

All the animals are very well behaved, and the key- 
note is companionship rather than chaos. (One visitor. 
the mother of two young boys. was heard to remark. “It’s 
quieter here than in my own house!” ) 

Indeed. one feels a bit uncomfortable referring to any 
of these charming creatures as animals at all. They seem 
more like a bevy of exceptionally gracious. well-man- 
nered, happy children. 

The credit for all this goes to attractive. dark-haired 
\Mrs. D’Essen who trains all the animals and. says Glory. 
“treats them with the dignity she feels they deserve. 
Llinda Llee has a different outlook on life from Morgan 
for instance. and it’s important to realize this.” 

One of the things that disturbs Mrs. D’Essen, who is 
trying to work for better people-animal re 
lations, is the fact that there is no ac 
credited course for handling and 
training animals in this country. 

Too many people, she feels, just use 

hit-or-miss methods. 

Mrs. D’Essen’s book. Kangaroos 

In the Kitchen, contains much of hér 

animal-people philosophy plus an 

amusing account of the evolution of 
Animal Talent Scouts. (The book and 
its title have confounded at least one 
librarian, she reports. “After much 
trouble try ing to locate a copy in a local 
library, | finally found it listed under 

Australia—which is, I guess, where 

they figured kangaroos belong.” ) 

Glory, a native New Yorker who 

lived for ten years in Europe, was so 
enchanted when she read the book that she wrote to Mrs. 
D’Essen. introduced herself, and asked for a job. For- 
tunately her employer-to-be felt things at Animal Talent 
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On a nearby farm, Leo gives off with a mighty 


not so far away, a little lamb receives 


Scouts needed a bit of organizing and that anyone who 
had initiated typing courses in the Army in Europe 
should have a head start on coping with distractions. 
Thus Glory had a job. 

Every day she takes the subway cross-town from New 
York’s Murray Hill section where she lives with her own 
poodle, Kokie. Time of arrival at Animal Talent Scouts: 
about one. Daily time put in: four or five hours. 

\ typical day? “There is no such thing.” laughs 
Glory, whose fine blond hair frames a classic face. 
“Every day is a little bit mad... that’s about all they 
have in common. For the last month I’ve been trying 
to organize an efficient filing system for all the stuff we 
have around here. If 1 had an assistant 24 hours a day 
I think I might be able to get most of the work done. 

“There is an unbelievable amount of mail for both the 


D*Essens and the animals. People write to Mrs. D’Essen 




























Everywhere you sit. everywhere 


you stand—animals. animals. 
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Broadu ay. 


amusement of the onlookers. 


a om mother. Its destination: 


for advice about their pets, and the response to the book 
has been tremendous. And Morgan, Lady Greyhound, 
and the others get personal mail, too. Then there’s the 
phone and the door and keeping things moving gen- 
erally.” 

Our own experience, we think, must be somewhat 
typical. For the first fifteen minutes or so at Animal 
Talent Scouts it’s impossible to concentrate on whatever 
business has brought you there. You just stand and 
watch. Part of Glory’s job, we're certain, must consist 
of tactfully prying people away from the animals and 
back to the real. albeit less interesting, world. 

Her relaxation is equally demanding—tennis in the 
summer and, in the winter months, ski trips to Canada 
and Stowe. Vermont. 

“1 learned to ski in the Alps and so far haven't found 
anything quite like it here. But | have fun anyway.” she 
said while gently stroking a kitten sleeping in a half- 
empty tissue box. No one could doubt her. 

Alan joined Animal Talent Scouts in a similarly im- 
pulsive manner. As he tells it, “1 was working for one 
of the news services. came here on an assignment, and 
never left.” 

He confesses to being a bit suspicious the first time he 
called, however. “Someone answered the phone and said 
‘Animal Talent: Scouts, Miss Bird speaking.’ and I al- 
most hung up.” He didn’t though, and later found out 
that there actually was a staff member named Miss Bird. 

Born in New Glasgow. Nova Scotia. Alan seems the 
perfect example of the interesting things that can happen 
to a man with secretarial training. His first job was as 
secretary to the superintendent of Canadian Railways, a 
position not open to female secretaries because it in- 
volved extensive train travel in a Pullman car with com- 
pany executives. 

“Since then,” comments Alan, who lives in Brooklyn 
Heights with his wife, a former Martha Graham dancer. 
“I’ve been a stenographer, accountant, vice-president of 
a TV firm, public relations director, and photographer. 
My shorthand has always been invaluable.” 

The combination of ability, skill, and an easy good 
humor have enabled him to mesh perfectly within the 
somewhat complicated workings of Animal Talent Scouts. 


Since Mrs. D’Essen travels a (Continued on page 65) 
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THE ARL OF PAY-CHECK 
APPRECIATION 


Wik youre a 


salary. how about taking a few pointers 


NOVICH at collecting i 


from fellow secretaries on the vital art 
of pay-check appreciation? 

Just as in music or art appreciation 
you discovered it was necessary to un- 
derstand more than met the eye or ear. 
so you will find it essential to learn a 
few basic principles of handling money. 
Only then will you fully appreciate that 
precious salary. Every girl loves the thrill 
of spending her own money. Clothes, 


books. tickets. 


the list is endless. 


cosmetics, theatre vaca- 
tion trips 

The art consists of making your money 
do the basic jobs it must—and still hav- 
ing enough left for fun and frolic. IH 
you dont want to wind up the month 
with real financial headaches, or the 
need to borrow from your parents, older 
sister. or best friend (none of which is 
recommended as an aid to independence). 
vou must face the finaneial facts of life 
quickly and realistically. 

There's only one sure way to find out 
what your expenses are going to be. 
Keep track of them accurately and faith- 
fully for at least one month—-watching 


the pennies along with the dollars. 
~Trusting to memory is fatal.” Rose C.. 
secretary to a Fifth Avenue department 
store buyer, told us. 

“IT took a lot of kidding when I first 
hauled out my little black notebook to 
jot down every bus fare, magazine. post- 
ige stamp, lunch, and Kleenex purchase. 
\fter a while, though, it dawned on the 
other girls that I was the one who 
ilways had a little extra for bowling 


parties. new books, and weekend trips. 
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And when | needed ao new dress or sutt, 


1 could always buy it when our stock 


was fresh. No 
pick it up on 


waiting and hoping to 
sale at the end of the 
season—if my size was still available. 
It's much more fun to plan your spend- 
ing than to have you 
by itself.” 


Keep your own little black notebook. 


money run away 


and begin by setting down your un- 
avoidable obligations. Err on the side 
of estimating too much to cover them. 
rather than too little. 

Rent. “If you live at home. you're 
fortunate.” says Helen T.. who com- 
mutes from the suburbs to her advertis- 
ing agency office. “But don't trade on 
your luck. Even if your parents say. 
‘Don't bother’ persist in working out 


some fair agreement to cover your room 


and meals at home. Otherwise. you'll 
get a terrific shock when you decide to 
rent) your own apartment or get 
married.” 

If you share an apartment with sev- 
eral other girls, you must be prepared to 
assume your full 


portion of the rent, 


telephone, electric. gas. and food bills. 
Jane P.. 
river-view 
gests: “Be 


who couldn't afford her lovely 
apartment on her own, sug- 


prepared to chip in with 


BY 
PEGGY NORTON ROLLASON 


words of 

wisdom generally 
not included in 
secretarial 
training 


something extra when one of vour room- 


mates is temporarily out of work or 
‘financially embarrassed.” They ll do the 
same for you. But if it happens too often 
you'd 


with one member of the 


team, 
better seriously consider finding a more 


stable partner in housekeeping.” 


Transportation. Whether you get to 
work by 


train. figure out the minimum cost—and 


family car. bus. subway. or 
then allow for a few days of late starts 
or bad weather when a cab is an essenti- 
al luxury. “Walking part-way or all the 
way to work is fine for the figure and 
the budget.” a trim assistant editor on 
TS volunteered, “but only if you can get 


ne 
up early enough! 


Lunch Money. Many office people are 
fortunate in having company cafeterias 


where they can purchase inexpensive 


lunches. Others can sandwiches 


and coffee brought to their desks. It’s 


fun to go out for an occasional luncheon 
splurge with your friends, but if you 
left, 


you d better economize where you can. 


hope to have real “play” money 


Office Gifts. “Dow t laugh.” said Anne 
R.. who works in a big utility company, 
when she reminded us of this item. 
“Remember, it's the little foxes that eat 
the grapes. Our office was in a real mess 
over this problem a few years ago. No- 
body wanted the assignment of collect- 
ing, there was constant disagreement on 
the amount everyone should chip in, 
and there were the inevitable hurt feel- 


(Continued on page 38) 
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WANTED: THE IDEAL CO-WORKER 


OUR businesswomen recently gave their views on a 

topic of concern to every secretary interested in 
human relations: the ideal co-worker. It was all part of 
a program at the year-end meeting of the Management 
Forum of Chicago. The women told what type of co- 
workers they would like to have in 1960. If you want 
to have some fun, measure yourself and your fellow 
employees against their criteria. In case you or they fall 
a bit short of the mark, read on. You'll find some con- 
structive ideas for improving the rating. 

A wag in the audience suggested that the ideal co- 
worker would be “deaf, dumb, and blind.” While that is 
drastic, it would cut down on office feuds, prying, over- 
sensitiveness, gossip, rumor-spreading. and idle chatter. 
One of the panelists modified the statement this way, 
“By that, you probably mean a co-worker should be 
deaf to gossip, dumb about confidential matters, and 
blind to our faults.” 


Vix and Match 


Marcella Walker, secretary to the office manager for 
Lumbermen’s Mutual, gave the fair sex a boost. She said 
that, contrary to popular belief, the ideal office force 
in the eyes of a single woman was not all male. “What 
man would listen to my tale of that wonderful party 
last night, that handsome man I met, or how I shopped 
and shopped until I found that simply divine dress?” 
For variety and contrast, Marcella preferred a staff of 
both sexes, young and old. 

The co-worker who rates ace-high in Marcella’s view 
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is one who “is willing to pitch in without complaint 
when you have a lot of extra work and would appreciate 
help. and she isn’t quite as busy as you are.” Applying 
the Golden Rule of doing unto others as you would have 
them do unto you also was advocated. 

The people Marcella could do without are those who 
are prone to gossip and jealousy. She commented: “I 
would like to work with people who don’t begrudge you 
the extra fifteen minutes you were able to take for lunch 
when they could not.” Fellow workers who try to squelch 
rumors and refuse to spread stories that are none of 
their concern would qualify as ideal office mates. too. 

Echoing some of Marcella’s wishes, Mrs. Jane Costner, 
executive secretary to Mr. W. Clement Stone, president 
of Combined Insurance Company of America, added this 
thought: “Esprit de corps among co-workers provides an 
ideal office climate. Contagious enthusiasm makes for 
a happy, spirited staff that gets things done and has 
fun doing it.” 


Fair Weather Friends 


A good disposition was the secret of success in being 
a valued co-worker, according to Mrs. Hazel May, head 
of the transcribing department at The Dartnell Corpora- 
tion. Her opinion: “Like the ideal boss, the ideal co- 
worker comes in each morning with a cheery greeting 
for everyone—not just for a certain few. I can do with- 
out the person who passes you by like the wind. This is 
fair warning to stay away from him or her that day. 

“The ideal co-worker leaves her troubles at the door 
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by MARILYN FRENCH 


when she comes to work. She is congenial. has the 
ability to get along with others. will share the work load 
with you. does not show jealousy or pettiness, does not 
act superior. and is not over-sensitive.” 

Hazel cited irritability as the fastest way to alienate 
everyone in the oflice. She explained that it’s hard to 
cope with a moody person who is walking on air one day 
and sunk in gloom the next. Summing up. Hazel de 
scribed the ideal co-worker as “loyal and sincere. And if 
she has good common sense, what more can we ask?~ 

The panelists agreed that most people are polite and 
willing to co-operate, although they decried the occa- 
sional goldbrick or buck-passer. As panel moderator, all 
| could add was a wish for a co-worker with a marvelous 
memory for names. addresses. and the exact place where 
important papers could be found—-and the ability to 
forget instantly a thoughtless remark or mistake. 

How do you and your fellow workers stack up against 
the yardstick used by the panel in evaluating the ideal 
co-worker? If the picture is not as rosy as you'd like it 


to be. there are steps you can take to improve it. 


in Embarrassing Moment 


For example. a woman in the audience told me after- 
wards of an incident that taught her a lesson. Don't 
jump to conclusions about people. “We had a_ nosy 


woman in our office. whom | avoided like the plague. 


One morning, when the bus broke down, | arrived a half 


hour late. The secretary at the next desk told me that 


la, the inquisitive one. had been phoning me ever 
Lola, tl juisit had | pl 
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since the bell rang. | immediately decided that Lola was 
checking up on me—and I naturally resented it. 

“I phoned Lola. When she answered, I said in an icy 
tone, ‘| hear you've been trying to reach me. What's 
on your mind?” 

“Lola replied, ‘I have a newspaper clipping that men- 
tions your name. and I thought you'd like to have it.’ 
Was my face red! At least. this incident knocked the 
chip off my shoulder for good.” 


Fraternizing with the “Enemy” 


Another girl suggested a way to win the co-operation 
of someone who seems hostile. She had been given the 
job of arranging a program for a company get-together. 
Through the grapevine she heard that one of her co- 
workers couldn't understand why she had been given 
the job. “She doesn’t have the dramatic training needed 
for the task.” was the somewhat acid opinion. 

The secretary's feelings were hurt, but she decided, 
“If you can't beat them, join them.” So she asked her 
critic to help her stage the program. This mollified her 
and turned her into a booster. Between the two of them. 
they lined up an excellent program, and they have been 
friends ever since, 


Be of Good Cheer 


One more tip for helping your co-workers seem ideal 
was advanced by a third secretary. “Someone once said 
that if you can be cheerful until ten o'clock in the morn- 
ing. youll have a good day. No matter how grumpy I 
feel. | make an effort to smile and be pleasant in the 
morning. This has become such a habit that my dis 
position has improved noticeably. And cheerfulness is 


contagious everyone seems more pleasant.” 


{ Reformed Reformer 


\ shrewd secretary remarked that she had given up 
trying to “reform” her co-workers. “Some of the women 
in our company have been there since they erected the 
building. They're set in their ways and suspicious of 
the new school of thought that your personality is as im 
portant as your proficiency. Some of them resent at- 
tempts to mold them into your image—-and you can't 
blame them. Politeness and respect for their seniority 
are the best forms of consideration you can show them. 

“But my friends and I| realized that we could insure 
a better office spirit by concentrating on the newcomers. 
We make it a point to help new employees get off on the 
right foot. We invite them to lunch and to coffee breaks. 
If they ask for help or advice, we give it willingly. 

“The bosses appreciate our friendliness toward the 
new people, as it makes things run more smoothly. And 
trying to set a good example keeps us on our toes.” 

You. too, can cultivate the kind of co-workers you 
want. Usually. we get as good as we give. It may take 
a little effort to watch every word and step and to put 
yourself into the other person's shoes, but it will pay 
dividends in making your office a pleasant place to work. 
Don’t just wish for the ideal co-worker; set the pace by 


being one. 


31 








VERIFAX BOOK COPYING UNIT, Eastman 


makes 
2 by Il tne he s. Fac h sheet of ¢ rposed matrix pape 


copies Portable unit available i ith carrving-case accessory, 








SPEED-O-PRINT PHOTO-COPIER. Speed-O-Print Corp. 
does away with mixing of chemicals. Develope: 
with valved outlet that forms airtight seal with developer tray 

“Paper safes” at bottom of unit store sheets. eject them when 
needed, Dial adjustment assures proper timing of originals. 


\EROX 914 ¢ OPIER. Haloid Xerox Ine.. produces copies of 
locuments up to 9 by 14 inches. Can also be used on 
hound books and magazines. Requires no treated papers, Neo 
exposure or developing adjustments. Simply set dial for from 


an 


l 


32 





y 


to 





15 copies and push “print” button 


it’s 


Kodak Ce 
compte fe-page exposures of bor ks and magazines up to 
r. which i 
then actil ited ina berifax Copte - will produce hive positive 


} 


comes in bas 


automatic. 





A COPY 
IN: TiME 


BY MAURA MARA 


B® Pook Miss Jones? “Twas ten minutes before five. 
and all through the oflice not a creature was stirring. 
Phen Mr. Smith dropped the monthly sales report on het 
desk and asked for copies—immediately. The typewriter 
was nestled snug in its desk .. . visions of an early bus 
danced through her head. 

Lucky Miss Jones! Her boss has a copying machine. 
In a matter of minutes. Mr. Smith had his ten copies 
Miss Jones. her seat on the 5:03. 

And fortunate all the Miss Joneses whose bosses 
realize that 40 per cent of oflice typing is straight copy- 
ing——-and buy them a copier. Today's secretaries may 
choose from among five different operating processes 
and dozens of machines and models. The trick is to 
select the copier best suited to their requirements. 

Most of the machines manufactured are photocopiers, 
that is. diffusion transfer machines. Operation is based 
on the e\posure of sensitized paper and its subsequent 
development through chemical solutions. In most cases, 
the original and a treated sheet are run through the 
copier to get a negative. This negative is then run 
through with another sheet to produce the positive copy. 
However. some mac hines have reduced the photocopy 
operation to one step by placing the positive paper in roll 
form within the machine. It is then necessary to insert 
only the original copy and the negative. Other copiers 
cut time and expense by making it possible to use the 
same negative for additional positive copies. 

Photocopy machines will duplicate anything written, 
printed, typed. drawn. or photographed on one or both 
sides of all materials—opaque, transparent, or trans- 
lucent. They are excellent for general copying. where 
there is no control over the variety of paper work origi- 
nating inside or outside of the office. 

The diazo method of copying is a modification of 
blueprint techniques. These machines produce positive 
opies from positive originals, and the items to be 
duplicated must be on one side of translucent material. 
Diazo process copiers turn out rapid, low-cost copies of 
the same original and are used in engineering depart- 


ments. drafting rooms. and so on. 
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UNILMATIC AUTO-STAT, American Photocopy Equipme 
Co. One-step synchronized action saves time by calling fo 


original to be inserted into machine once rather than twice 


Features simple push-button controls and a horizontal “Swee; 


line” dial to regulate copying from any color 


pape oO ; 


Dye transfer copying (Verifax) works by conveying 
dye from the original sheet to the negative copy through 
a chemical solution. As each negative can then be used 
to make four or five positive copies, these machines 
are in demand when several copies of each original 
are needed. 

Heat transfer copiers (Thermo-Fax) carry the imag 
from original to copy through heat. No chemical solu- 
tions or photosensitive papers are used, but the writing 
on the original must have a metallic-base ink or dye in 
order to convert the radiant energy to heat. Thus, ball 
point pens, rubber stamps, crayons, etc., cannot bi 
opied. This machines greatest asset-—-speed. Copies 
can be made in 4+ seconds, as opposed to LO to 60 seconds 
for first copies on most other machines. 

The latest entrant in the commercial-copier race is a 
xerographic machine which uses positive and negative 
electrical charges to produce copies. To run this auto 
matic Haloid Xerox machine, the secretary simply places 
an original on the scanning glass, sets the dial for from 
l to 15 copies (there is a continuous dial for addi- 
tionals), and touches a button. The copier reproduces 
and stacks the designated number of duplicates. This 
mechanical whiz requires no sensitized paper, nor are 
there limitations as to what it will print. The drawback 

expense. \t present. the machines are being leased 
rather than sold, 

But does youl oflice really need a copier 7 Yes. if 
you re interested in speed: Mr. Smith no longer 
takes the time to dictate when a letter requires only a 
brief reply. He simply jots down an answer in the 
margin, copies the letter. and sends the copy back 
service: Mr. Smith's copier has done away with the un- 
dependable routing stamp. Now when an article of in- 
terest to his sales force appears in the press, he can 
make any number of excellent copies and send them out 
right away. His copier saves filing space. lightens the 
employee workload, and does a hundred other things 
that add up to a more efficient office. 

His secretary swears by one. too. Miss Jones turns 


to the copier when the boss Continued on page 73 
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CONTOURA PORTABLE PHOTOCOPIER, F. G. Lud 
wig. Inc.. has air-filled plastic cushion which will fit the con 


our of the most tightly bound books. Use the Contoura t 
make negatives in the field. developing later on the Constat 
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both in traveling Case {vailable in three SIZeS 
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QUICK SILVER MODEL 300, Peerless Photo Products. In 
has a single-sheet operation which enables you to expose 
riginal in contact with sensitized sheet and obtain a riz 


reading black-on-white copy. Use this as finished copy o 


“af 


as maste shee i for an unlimited number ot Positive copLtes 





rHE REPROFAX VIKING. Ozalid Division. General Anilin 
and Film Corp. Diazo process machine that will copy any- 
thing on ordinary translucent paper. Has 18-inch printing 
vidth capable of processing two letters side by side as well 
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SHE'S THE GIRL IN WHITE and the girl in the mid- 
dle. the liaison between doctor and patient, the 
medical secretary. 

To the doctor she is many personalities. She’s his 
public relations staff, his receptionist, answering service, 
and general aide-de-camp. With equal dexterity, she is 
the supervisor of temperatures and temperaments alike. 
She’s an expert mathematician and a magician who can 
multiply tact and more tact into paid bills. She's a clock- 
watcher and an appointment-juggler. Upon occasion 
she’s even a human tranquillizer—for the doctor as well 
as his patients. 

Patients see her less as a person than as a series of 
moods, bits and pieces of compassion. Sympathy. a 
quick smile—whatever serves to diminish that nervous 
feeling just a little. 

And most important, how does the secretary see her- 
self? There is, after all, much more to being a medical 
secretary than the white dress, white cap, and lapel pin 
that are her uniform. From the secretaries themselves, 
then, this report. 

An interest in things medical and surgical—that’s the 
first qualification for her job. Intelligence. compassion 
for the sick. and tolerance are important. too. She must 
be responsible, capable of handling an emergency in the 
doctor’s absence. And most necessary, perhaps. she must 
have a sense of humor to cope with the unexpected. 

Education falls into two categories: (1) secretarial 
skills and (2) medical procedures. such as draping pa- 
tients for examination. Included somewhere between 
this is an entirely new vocabulary, a very necessary item 
when a simple upset stomach is known by the rather 
awesome title of a “gastro-intestinal irritation.” 

Some business colleges have specific two-year courses 
This is ideal, but it is 
possible for a girl, given the secretarial skills. to be 
trained on the job by the doctor himself. (Further 


geared to the medical secretary. 


information on medical secretarial training can be ob- 
tained from the National Association of Medical Secre- 
taries, 725 Boylston Street, Boston, Massachusetts. ) 

Once she has achieved this education—-and the title 
of medical secretary—what can a girl do? 

For one thing, she can compete with the best that 
AT&T has to offer. An average day may see thirty 
incoming phone calls. And they're all hers to answer. 
even that one call that sooner or later signals a crisis 
at a time when the doctor is as remote as the moon. 

When that does happen, the patient has only two 
hopes to depend on: the wondrous invention of Alexan- 
der Graham Bell and a young girl who may be new to 
her job and quaking in her posture chair. 

One novice, with all of a week’s transcription and 
typing experience, found herself in just such a predica- 
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in 
focus: 


of America’s he 
most stubborn 

patient. Hem- e ica 
orrhaging 


from a gastric ulcer, he still refused 


treatment from anyone else but ps 
own doctor, the secretary's boss, 
took time andthe 


her first crisis, and the reluctant patient. lured into a 





ment. On the other end of her 
wire: a grade-A candidate for 


emergency surgery -and the title 


persuasiveness of a 
female Daniel Web- 


ster, but she passed 


hospital—survived what might have been his last. 

Not all everyday events are so dramatic, but almost 
all require a mixture of judgment and tact. Meeting 
people, for example. Into every doctor’s oflice file a pro- 
cession of other doctors, patients, relatives, salesmen, 
and plain door-to-door peddlers of one hundred and one 
“wonder drugs.” The trick is to separate the “red-car- 
pet” visitors from the removable ones, without disturbing 
anyone's C20. 

Some visitors present definite problems. Among them 
“the Inquisitors” who want only the latest, and most 
secret. details of each case history. 

Since the physician of the ancient Greeks, Hippocrates, 
first formulated it. a code of medical ethics has bound 
every doctor. It should bind his assistants as well. Listed 
among its rules and regulations: the promise that no 
physician shall ever reveal anything learned in confi- 
dence from a patient. 

Handling “the Inquisitors” then can be diflicult. But 
whether they are members of the family or the merely 
curious, the treatment is the same. Say nothing and say 
it gracefully. When this fails, all questions are referred 
to the doctor himself, 

A doctor's time is truly “valuable.” in that it can 
be measured in terms of human life and human pain. It 
is the medical secretary” s job to see that his time is not 
needlessly wasted. Scheduling house calls in an orderly 
itinerary is one way of doing this, since it eliminates 
leap-frogging from one neighborhood to another. 

A so-called “typical” day will usually find the secre- 
lary arriving at an emply ollice. The doctor will be “on 
his rounds,” e.g. visiting hospitalized patients. which 
leaves her with some of that very precious commodity 
quiet, 

While it prevails, she straightens the oflice. checks 
supplies, sterilizes instruments, assembles lecture mate- 
rials, case histories, and lab reports, and deals with what 
mail she can. 
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The afternoon is generally devoted to patients, and 
here, the secretary’s role depends entirely upon the doc- 
tor. If, and only if, he permits it, may she take tem- 
peratures, check pulses, respiration, height and weight. 
give injections, and fill out case histories. 

When that last patient has been safely ushered out the 
door, there may still be work to do. Letters that must be 
dictated, X-ray appointments, and lab tests to be taken 
care of. For most secretaries, however, the day—which 
has run from about 8:30 to 5:30 in most cases—will end 
somewhere within reason. Working overtime, while not 
unusual, is not unavoidable. 

In fact. despite the nature of their jobs, most secre- 
taries find that working conditions follow the normal 
pattern of the country. Vacations are two weeks with 
pay. plus some ten days of holiday during the year. 
Starting salaries run from $260-$360 per month. 

And one thing to remember... in medicine as in any 
other career there is a beginning and an end. As the 
secretary gains knowledge and experience, she will gain 
in salary and in other privileges. If she is good enough. 
she will also gain in responsibility. 

Such a job is that of secretary to the surgical head of 
a large hospital. This position entails scheduling opera 
tions, notifying nursing and other personnel who must 
be present, and finally—seeing that the patient gets 
there. 

Certain operating rooms must be reserved at all times 
for emergencies, and this must be matched with the fact 
that reservations are made anywhere from months to 
minutes in advance. Despite such mental juggling, con- 
fusion is impermissible. No surgeon prepared to track 
down an obstreperous blood clot must be allowed to 
confront a faulty appendix instead. 

And if it does happen, good-by secretary. 

The duties and rewards of a medical career depend. 
therefore. on the type of doctor a secretary works for 
and there are almost as many types as there are black 
bags. At the foundation of the medical profession is the 
G.P., or general practitioner. Stemming from him are 
the specialists: cardiologists for the heart, dermatologists 
for the skin, rhinologists for the nose, and neurologists 
for the brain, the spinal cord, and the nervous system. 

Despite this streak of variety, however, doctors do 
have some characteristics in common—at least, accord- 
ing to the secretaries who work for them. Those most 
often quoted: realistic view tempered with compassion. 
patience, a balanced understanding of human problems 
and... never-ending work. 

Other traits were not so complimentary. Absent 
mindedness rated high, supported by one secretary’s tale 
of woe. Her employer, calmly forgetting her existence. 


had simply locked her in the (Continued on page 68) 
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Maurine Wheeler 


answered a blind want ad in the news- 
paper and found her old family dentist, 
Dr. Albert Peterson. at the other end of 
it. Twenty years later, an association 
begun by chance is still working well. 

Maurine admits to no disadvantages 
in being a medical secretary and says of 
her own job: “I have a wonderful em- 
plover and I like working with people.” 

And “work with people” she does, 
some days from 8 to 6. although tech- 
nically her hours are from 8:30 to 5:30. As 
some compensation, however, Maurine’s 
vacation is a long three weeks. 

Preparation for her job involved a 
regular extension study course for medi- 
cal assistants taken one night a week for 
a year and training given by Doctor 
Peterson himself, 

Cavities and corroded teeth sometimes 
constitute the lesser part of Maurine’s 
problems. One summer. with Doctor 
Peterson and his wife in Europe, she was 
faced with a flood. Rain water backed 
itself liberally into the five-room ofhce 
until Maurine was left high and dry 
but only figuratively speaking. 

\ few phone calls eventually settled 


the crisis. with Doctor Peterson never 


realizing how nearly he had missed a 
modern version of Noah's Ark. 


Married and a native of Bloomington, 
































{hove left: Linda Gates 
Right: Martha McRae 
Bottom: Maurine Wheeler 





Illinois. Maurine leads a busy life. She 
is state president of the Illinois Dental 
\ssistants Association and educational 
chairman of the MacLean County Dental 
\ssistants Society. 

Her chief interest is in a large and 
growing family. One of nine children 
herself, Maurine has seven godchildren 
and innumerable nieces and nephews. 

Future plans include teaching dental 
health one afternoon a week in the 
public schools. 


Linda Gates 


is a medical secretary to two researchers: 
Dr. ‘T. S. Danowski, an endocrinologist 
(glandular diseases), and Dr. F. M. 
Mateer, an internist. Her reaction—she 
loves it and says so, using adjectives like 
“interesting, challenging, new” and _ still 
one other adjective—*“surprising.” Among 
other things. Linda discovered that being 
a medical secretary entails more respon- 
sibility than she had expected. 

The usual secretarial duties come her 
way. but with them come those medical 
details that Linda had been prepared for 
in Pittsburgh's Business Training Col- 
lege. For example. blood pressures and 
pulse counts—this on Saturdays when 
patients are allowed within the precincts 
of the Renziehausen Laboratory in Penn- 
sylvania, where Linda works. Working 
hours otherwise are 8:30 to 5, with oe- 
casional overtime, 

The most interesting of Linda’s experi- 
ences talking to Dr. Jonas Salk, the 
discoverer of polio vaccine. 

She lives with her family and enjoys 
a variety of outside activities. To name 
some: reading, swimming, bowling, danc- 


ing. and music. 


Martha McRae 

says. “Each day is typical only in that 
| know what is supposed to happen...” 
And since Martha is secretary to Dr. 
Samuel Proger.  physician-in-chief of 
Boston's New England Center Hospital, 
quite a lot does happen, at least to 
Martha. 

Doctor Proger is a cardiologist (heart 
specialist) so X rays and lab reports are 
as routine as patients. Most time-consum- 
ing—phone calls and follow-ups. “A 
friend of one of our patients is in the 
hospital. Would Doctor Proger stop in 
and say hello? Why hasn't a referring 
physician received a discharge summary 
on a patient who left the hospital a week 


ago? Who can a patient see when he is in 
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Kansas City if he needs a doctor while 
there on a business trip?” 


lime spent on (Continued on page 68) 


Marcia J. Jaros 


graduated from the classrooms of Busi- 
ness Training College right into the lab 
rooms of the University of Pittsburgh. 
Her employer is Gerald J. Cox, Ph.D., 
professor of biochemistry and dental re- 
search. Her job a busy one. 

“Every morning Doctor Cox and I dis- 
cuss the plans for the day before begin- 
ning to work. Actually, no two days have 
ever been the same, but usually each day 
I take dictation, attend to the mail. 
answer the telephone, handle visitors. 
When necessary | send out reprints, pre- 
pare the payroll, type applications for 
research grants and on through a 
long list of secretarial musts. 

An active life, but Marcia likes it. 
Among the advantages she lists a “be- 
hind-the-scenes” look at medicine. Dis- 
advantages? “There may be long and 
tedious working hours. Constant contact 
with people who are ill could prove de- 
pressing; this depends upon the individ- 
ual.” 

For most layman, the word research 
conjures up visions of long, antiseptic 
laboratories bulging with test tubes, 
beakers, and Bunsen burners. To some 
extent this is true, but in addition to 
the apparatus there are human beings 
and other residents of the research world 
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Left to right: Marcia Jane Jaros. E. Gertrude Wade. Ellen Daly. Barbara 


fllen 





white rats, to give just one example. 
There was, in particular, one white 


rat and one (Continued on page 68) 
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EK. Gertrude Wade 

is familiar with sealpels, sutures, and all 
the paraphernalia of surgeons. Under- 
standable. really. since for the past seven 
vears she has worked for not one but 
two surgeons. Her employers are Dr. 
Sydney Ellis, a specialist in obstetrics 


and Dr. Jacob Wallace. 


a specialist in pediatrics. 


and gynecology. 


Not everyone enjoys working in an 
like Miss 


Wade, prefer the private medical office. 


organization. Some _ people, 

“| tried working in a clinic for six weeks 
| prior to my present position. and I dis- 
liked it very much. I missed working 
with the doctors and patients personally, 
and I missed the variety of office man- 
agement.” 

Before becoming a medical secretary. 
Miss Wade spent four years doing book- 
keeping. Deciding that mathematics all 
day and every day added up to mo- 
notony, she took a position with Dr. Ann 
P. D. Manton. From Doctor Manton she 
received her medical training. 

Tally sheets are still a part of her job, 
but only a part. Now, besides the ordi- 
nary secretarial tasks, Miss Wade _ per- 
forms some medical chores. Samples: she 
sterilizes instruments, takes temperatures, 
and gives occasional injections. Reaction 
to her job: “I like it very much. I enjoy 
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my work; the doctors are ideal employers.” 

Home is a Boston apartment shared 
by a mother, sister, and brother. Outside 
interests run the gamut from music to 


photography and free-lance writing. 


Ellen Daly 


would tell you that blackboards can be 
helpful little items, particularly for medi- 
cal secretaries. Ellen discovered this one 
day when an emergency request for a 
doctor came from surgery. All the avail- 
able M.D.’s were at an important medi- 
cal conference. Problem? How to inveigle 
the needed doctor out while leaving the 
others happily undisturbed. Solution? 
The blackboard on the speaker's plat- 
form and some fast sign language. 

At present—in between signal prac- 
tice—Ellen is leading a double life. The 
year 1960 will see her finishing her busi- 
ness training at Simmons College in Bos- 
ton. It will also see her, as usual, in the 

School of Dental Medicine 
placed Ellen’s home in 


Milton, Massachusetts) where she works 


Harvard 
(neatly near 
as a part-time secretary for a periodonist 
(a division of dentistry) and assistant 
professor of oral surgery. 

Says Ellen of her present and future 
career. “It offers a chance to accept more 
responsibility than other secretarial jobs, 
greater chances for advancement.” 

Ellen now works some fourteen hours 
a week, is responsible for appointments, 


calls, typing correspondence and manu- 









































\ hospital job 
“with an opportunity to meet many peo- 


scripts. Her final goal? 


ple.” 


Barbara Allen 


was herself once a patient at a mental 
health clinic, learning to adjust emotion- 
ally 


“Psychiatric treatment was recommended 


to physical illness. Says Barbara, 


to help me learn to live with the illness. 
It did this and more. I began to better 
understand and appreciate what people 
go through to achieve a more satisfac- 
tory way of living.” 

Partly as a result of this experience 
Barbara is now administrative assistant 
and secretary to the medical director of 
the Bradley Center—which specializes in 
out-patient psychiatric care. Her boss is 
Dr. Leonard T. Maholick, a man she de- 
scribes as “a hard-working, stimulating 
person with compassion and under- 
standing for other people.” 

One of Doctor Maholick’s recent inno- 
vations was a newsletter for the Georgia 
Barbara, with 


Psychiatric Association. 


newspaper experience, naturally found 
herself working on the doctor's pet proj- 
ect—and expanding the concept of secre- 
tarial duties. 

Says Barbara, “My job exposes me to 
many aspects of life such as the pain 
and suffering that actually exist in the 
world and the inner strengths people use 
to cope with them. . . . It gives me an 


opportunity for (Continued on page 69) 
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ings. We finally solved it by organizing 
a Birthday Club. Anyone can join. We 
collect 25 cents from each person, and 
we always have enough for a lovely gift 
and flowers. It’s worked out beautifully, 
and we all know just where we stand 


financially.” 


Clothes. All the secretaries we inter- 
viewed agreed this can be a very un- 
predictable and upsetting item in your 
budget if you're not careful. Naturally, 
you need more clothes—and a different 
type of clothes—at work than you did in 
school. But take it easy on what the 
merchandisers so aptly call “impulse 
buying.” 

Marilyn T., 
of Manhattan, confided: “Ull never for- 


whose office is in the heart 


get the day | breezed into one of those 
cute litthe shops on Madison Avenue 
and bought a darling blouse, three pairs 
of seamless hose, and some new gloves. 
When I got home that night. I added it 
all up and discovered I had spent a 
fourth of the money I needed for a 
beautiful black suit I simply had to 
have that weekend. Fortunately. my 
father came to the rescue—but not with- 
out a lecture on avoiding such incidents 
in the future.” 

There's really no excuse for being 
poorly dressed today. our secretaries 
agreed, with the marvelous color co-ordi- 
nates available in every price range and 
the countless fashion magazines and 
columns. A careful study of the latter 
will acquaint you with what's new and 
hew much it will cost. 

Take the time to make a_ thorough 
survey of your present wardrobe. List 
all the items you need to put it into 
first-class operating condition. Plan your 
color scheme with careful attention to 
harmonizing suits, coats, blouses, dresses, 
and accessories. Then shop with a pro- 
fessional and critical eye, resisting those 
things that look priceless in the store— 
and worthless in your wardrobe. 


Cosmetics. Breathes there a girl with 
soul so dead—she never succumbs to a 
new shade of red? A different lipstick 
and nail polish for every outfit sound 
wonderful in the slick fashion pages. 
They are in real life. too. but unless 
youre a millionaire youd do well to 
choose several becoming shades of each 
and stick to them. 

“A girl's biggest beauty problem, next 
to her figure, is her hair,” says Kathy 
S., an 


insurance company secretary. 
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“I'm lucky | don’t need permanents, but 
I do have to have a professional. trim 
every month or six weeks to keep me 
from looking absolutely wild. Some of 
the girls here have home-permanent 
parties, and you'd be amazed at the re- 
sults. Beautiful! All of us have been car- 
ing for our own hair since we were in 
high school, and we save the beauty 


salon visits for restyling and big dates.” 


Charge Accounts. “Everybody does it!” 
is the cry—and it’s very nearly true. 
But a word of caution from a private 
secretary: “Remember, credit is not one- 
sided ‘manna from’ heaven,’ despite the 
impression you may receive from adver- 
tising blurbs. Your credit is only as good 
as your regularity in meeting those bills. 
Unless youre awfully sure you can meet 
them, better stick to cash-and-carry until 
you get your regular expenses in the 


groove.” 


Hospitalization and Insurance. Almost 
every place of business offers hospitaliz- 
ation plans to its employees. and many 
also make life insurance policies avail- 
able. You can’t find a better buy than 
either, and the fact that the payments 
are deducted from your salary is a real 
advantage. Discuss the amount of life 
insurance with your family, start modest- 
ly, and remember to increase the policy 
as your pay goes up. 


Savings. “We've all had this dinned 
into us since first grade.” said Beth E., 
“but you know, it’s still a good idea to 
be prepared for a rainy day. Our com- 
pany has its own employees’ credit 
union where we can save regularly— 
yes, and borrow for emergencies at very 
low rates. And there are so many banks 
in every city and town, there’s really no 
excuse for not beginning a regular sav- 


ings plan as soon as you start work.” 


Christmas and Vacation Clubs. “You 
should see the line-up in the bank down- 
stairs on payday.” Beth continued. “Next 
to dispensing money, I guess those 

special club plans are the most popular 

feature it offers. But it’s no fair count- 

ing them as regular savings accounts, 

since they don't earn interest, and the 

money will be spent at the end of the 

year. By the way, lots of companies have 

their own vacation plans for trips to 
* Europe and other popular places.” 


Fun Money. By the time you get this 


far,,you may wonder just how much will 
be left of your weekly pay check. “But 
think of the fun you've already had 
spending your money so wisely and so 
well,” quipped Christine D. “Seriously, 
that little extra at the end of each week 
can mount up into enough for a theatre 
ticket, a skating party, or a new hat 
before you know it. Or you can fritter 
it away without a thought, since you 
know you ve planned and covered all the 
important expenses in your regular Pay- 
Check Appreciation plan.” 


10 Additional Hints for 
Pay-Check Appreciation 


1. Try the envelope system for 
dividing your weekly stipend into 
daily allotments for special pur- 
poses. Label each one according to 
its assignment—and see how much 
easier it is to stick to your original 
plan. 


2. Save dimes, quarters, or half- 
dollars in a coin bank—and de- 
posit them in your savings account. 


3. Multiply small daily extrava- 
gances by 30 (or 365) to find out 
why it’s really smart to “watch the 
pennies and let the dollars take 
care of themselves.” 


4. Take advantage of subscrip- 
tion rates on your favorite maga- 
zines for a big annual saving. 


5. Plan your major purchases 
so they do not all come at once. 


6. Remember that better qual- 
ity means less frequent repiace- 
ments; saves in the long run. 


7. Buy three to six pairs of hose 
in the same color—preferably at 
the same time—for odd-stocking 
match-ups. 


8. Purchase your favorite cos- 
metics, soaps, lingerie, etc., during 
the big semi-annual sales. 


9. Have a private signal that 
flashes “Think Budget” when temp- 
tation looms. 


10. Don’t brood or give up if you 
fall short of your savings goals once 
in a while. That's what makes 
“high finance” so fascinating! 
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' Everything's perfectly clear—theyre Verifax copies! 


Verifax copies are dry, white, easy-to-read ... accurate in every detail. They won't 
fade or darken ... will last as long as typed records. And they’re as easy to 
handle, file or mail. All of which is mighty important in business. 













VERIFAX 
BANTAM 
COPIER 


+99: 


Other models 
_ to $425 





See how you can make 5 of these dry, more usable copies in 
1 minute for 242¢ each with Kodak's $99.50 Verifax Bantam 
Copier, which outperforms other makes of copiers costing up 


to 4 times as much! 





Phone local Verifax dealer (see Yellow Pages under dupli- 
cating or photocopying machines), or write Eastman Kodak 
Company, Business Photo Methods Division, Rochester 4, N.Y. 


ted are mar ested ces and subject to chanae wit! notice 


Verifnce Co DOES MORE... COSTS LESS... 


MISSES NOTHING 
Fel . 1960 39 






















Look What Users of 
Dictation Discs 
Say About Them! 


“These records 
have helped me 
secure a much 
better position 
than I had pre- 
viously.”’ 

MRS. R. L. HENDERSON 

Portiand, Maine 


“I am a teacher of Gregg 
Shorthand and Dictation 
Discs have been very valua- 
ble in my shorthand classes. 
My students enjoy taking 
dictation by these records.” 

MISS BETTY BURNS 

Route 1, Box 69 

Valdese, Ne. Car. 


“After using your rec- 
ords faithfully I gained 
enough confidence to 
apply for one of the bet- 
ter positions here in Day- 
ton. I was given a test 
and had an excellent 
steno position within 
two days.”’ 

CAROL WETZEL 

Dayton, Ohio 





“I like to use records for my 
shorthand classes ...I find 
the Dictation Disc Com- 
pany’s records fit my needs 
well for practice and speed 
building.”’ 

MRS. VIRGINIA RANKIN 

Twin Bridges, Mont. 
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These Giants of American 
Industry Use Dictation Discs 
In Their Training Programs 


Prudential Insurance Co. 
Western Electric 
General Electric 
Eastman Kodak 
Tempo Aircraft 
National Carbon Co. 
International 
Correspondence Schools 
Socony Mobil Oil Co. 
Federal Reserve Bank 
Tennessee Valley Authority 
LaSalle Extension 
University 
Central Railroad of 
New Jersey 
. PLUS MANY MORE 
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MESSAGE TO TEACHERS 


With Dictation Disc records repetition is the 
fundamental key to speed. This is so because 
every record we have is made up 75 per cent or 
more of the thousand commonest words—and 
the thousand commonest words represent 75 
per cent or more of running English. Every 
time your students play Dictation Dise records 
they are getting infinite repetition and addi- 
tional skill on 75 per cent of all the running 
matter that will ever be dictated to them. Con- 
sidering this you can well imagine the vast 
speed gains that can be made through Dictation 
Discs. Over 8,000 shorthand teachers have al- 
ready displayed their interest in Dictation 
Dises for their students. 


Dictation Dise Co & : 


170 Broadway, New York 38, New York 
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SHORTHAND SPEED 





y listening to records!” 


Here is the quick, easy, modern way to develop 
shorthand speed and accuracy. 


Dictation Discs provide the best home dictation 
practice you can have—inexpensive live dictation 
at home, by our staff of expert dictators. Snap your 
finger, or 
teachers starts dictating to you at whatever speed 
you select. All the material he dictates is specially 
and precision timed, calculated to build 
speed quickly through planned repetition practice— 
developing rhythm, a smooth, flowing writing style, 
and consequently speed. All this at your own con- 
venience. With records you're never limited. You 


rather, flick the switch; and one of our 


selected 


choose your own speeds and keep writing just as long 
as your hand feels like moving, and each succeeding 
day you’re writing faster and faster. 


Remember your shorthand is one of the most im- 
portant subjects you study in school. Your shorthand 
speed determines your income and the job you will 
get and hold when you graduate. 

To get the Dictation Discs you want—send no 
money now. Simply check the ones you want in the 
coupon and mail in at once. When your records arrive 
pay the low price indicated plus C.O.D. and handling 
charges. Or enclose cash, check or money order now 
and we will ship your records postpaid. Either way 

Dictation Dises MUST do everything we say they 
will or you may return them for full refund. Mail 
the coupon now. 


DICTATION DISC COMPANY 





15 minutes dictation 
on each 45 rpm record 


SHORTHAND 
Dic 


TATION 
RD 


45 minutes dictation 
on each 33'/, LP record 





Me . 
Pee - 


10 minutes dictation 
on each 78 rpm record 


DOUBLE SETS COST LESS AND YOU BUILD MORE SPEED 


BRIEF FORMS AND PHRASES 
AND SPECIAL VOCABULARY 


If your current speed range is 
70 words a minute or below then 
these two sets are a must for you. 











Special Set No. 38 comprises 
31 different business letters con- 
taining 2,442 repetitions of the 
BRIEF FORMS and 572 repeti- 
tions of the PHRASES, dictated 
in speeds of 60, 70, 80 and 90 
WPM. Each of the four records 
contains every brief form. 





Special Set No. 39 contains 
more than 2,000 repetitions of 
the 500 COMMONEST WORDS 
dictated into 31 different letters, 
also in speeds of 60, 70, 80, and 


90 WPM. 








ASK YOUR TEACHER ABOUT 
DICTATION DISC RECORDS. 





| 
| 
| 
| 170 Broadway, Dept. TS-2 
New York 38, N. Y. 


45 rpm 4-record sets $5.75 ea. 


[) Set No. 62 
90, 100, 110 








Please send me the records indi- 
cated. On arrival I will pay price 
indicated plus COD and handling 
charges. I must be delighted or 
may return record(s) in 10 days 
for full refund. 

| enclose full payment now, 
please ship records postpaid. 


NAME 
ADDRESS 


CITY 


— ZONE STATE 
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[] Set No. 38 
60, 70, 80, 90 wpm 


4 records—brief forms 
& phrases, 3! different 
letters, 3,570 words of 
dictation 


“) Set No. 39 
60, 70, 80, 90 wpm 


+ records—500 common- 
est words, 3! different 
letters, 3,426 words of 
dictation 


[]) Set No. 40 
40, 50, 60 wpm 


4 records—32 different 
letters, 2,500 words of 
dictation 


] Set No. 41 
60, 70, 80 wpm 


4 records—32 different 
letters, 4,000 words of 
dictation 


] Set No. 42 
80, 90, 100 wpm 


4 records—32 different 
letters, 5,000 words of 
dictation 


] Set No. 43 
100, 110, 120 wpm 


4 records—3! different 
letters, 6,000 words of 
dictation 


] Set No. 44 
100, 110, 120, 130 
4 records—7,000 words 


Set No. 50 
Legal Dictation 
4 records—5,000 words 
of tegal dictation, 
speeds 80 to 120 wom 


|] Complete Course 
on 45 rpm... $18.75 
Includes Sets 41, 42, 43, 
and 44—16 records, 119 
all different business 
letters . . 25,000 
words of dictation, 5 
different instructors 


]Seme as above, 
but including Sets 
No. 38 & 39 $26.75 


ANY 2 COMPLETE SETS (45 RPM) $9.95 ea. 





3 records—3,000 words 


| | Complete Course 
on 78 rpm. $14.50 


9 records—60 to i50 
wom 


33% LP $8.75 per set 


2 records—7,000 words 


Set No. 72 
90 to 130 
2 records—10,000 words 


Complete Course 
on LP. $16.50 


4 records—60 to 130 
wpm 


L. 








Both more than mere machines 










Below is the Here is the Underwood 
brilliant Underwood Touch-Master II© 
Documentor® standard typewriter. 
electric typewriter. It's functionally 
It appeals to designed. Try it — 
high-volume typists, you'll find it 
because typing requires less 
tasks on Documentor effort than other 
are electrified! standards! 


Behind these two office time-savers are Underwood's 65 years of designing, producing, and improving typewriters. They are part 


of the most complete line of business machines in the world. All are the result of Visioneering — Underwood's ability to foresee your 


underwood 


Underwood Corporation * One Park Ave. * New York 16, N. Y. 


particular problem and help you solve it! 


Standard, Electric, and Portable Typewriters; Adding and Accounting Machines; Data Processing Systems; Filing Systems; Supplies; Electronic Systems and Components 
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By Virginia Gress 
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Beatitudes 


@ Remember the 
down in the Sermon on the Mount? They 
were declarations of special blessedness 
for the development of certain virtues. 
If you're setting out to prove that 
you re a real asset to the boss-man. here 
are some “be”-attitudes to study. Follow 


shall be called 


them—and you too 


blessed.” 


Be cheerful. No doubt you've heard 
about the value of a cheery “good morn- 
ing’ and a sunny smile. The greetings 
and the smile are important, of course, 
but don't drop it there. A cheerful air 
from the time you enter your office until 
you leave it will go far toward maintain- 


ing a smooth working relationship. 


Be calm. An unhurried calm—or at 
least an appearance of it—will carry 
both you and your boss through many a 
calamity that might otherwise end in dis- 
aster. Admittedly, this is not easy when 
everythings popping at once, and you're 
sure one more demand will shatter your 
patience. 

But when you've spent an hour re- 
sponding to an impatient voice saying, 
call Mr. X at once 
a reservation on the next train to New 
York—write a check—take a letter—get 
me that man who just left 


“Take a wire make 


* when work 
is piled high on your desk and you're 
tackle first, 


when you're quaking inside and wishing 


wondering which task to 


you had time for a deep breath, only 
then can you appreciate the great joy of 
having Mr. Brass Hat sit back, feet on 
you take 


lesk, and say, “You amaze me 


everything so calmly!” It happened to 


ne (once), and it was great. 


Be neat and accurate. Develop a 
thit of neatness and accuracy. When 


1 . . - 
ere are a dozen things clamoring for 


ary. 1960 


your immediate attention, there's nothing 
more discouraging than to have to do the 
last page of figures over, take time out to 
search through a file that won't produce, 
or look for an address that wasn’t jotted 


down where it should be. 


Be not a procrastinator. Things will 
accumulate, and tasks will have to be 
delayed if you're in a busy office or have 
a hectic day. But half the time when 
things pile up. its because you've be- 
come a putter-offer. So admit it, and do 
something about it. There’s no habit 
easier to slide into, nor is there one 
harder to break once it has you in its 


evil grasp. 


Be psychic. There will be times when 
your boss, if he’s at all like most bosses. 
will expect you to be a mind reader. It’s 
possibly too much to ask of a girl, but 
any secretary's experience will bear me 
out. This aspect is always hard to handle 
and sometimes impossible. But close at- 
his habits 


of thinking, his methods of handling his 


tention to your boss’ needs, 


affairs. and a real interest in the work 
that crosses your desk will go far toward 
helping you anticipate his wishes. And 
its a real satisfaction to find you have 


what he wants at hand before he ex- 


















































































ttituaes for the Secretary 


presses a need for it—usually loudly. 
Be loyal. Even you will be ainazed at 
the secrets you're allowed to share and 
how much you know about your boss’ 
private life and personal business. This 
knowledge will be given to you in utmost 
confidence, but he won't feel it’s neces 
And his letters will tell 
you a great deal even if he won't. 


sary to say so. 


Because of the nature of his position, 
he may not be able to confide in the 
other members of his firm even if he'd 
like to, but his secretary will usually be 
considered his confidante. This is a rare 
trust, often a more whole-hearted one 
than you experience from your closest 
friends. So treat it as the priceless gift 
that it is. Youll be very proud some day 
to discover that you are admired far 
more for your loyalty than for your efh- 
ciency, your pretty face, or your newest 


dress. 


Be quiet (about you). There will be 
many people ready to waste vour boss’ 
time with their private affairs. Don't you 
burden him with tales of your home life 
or what a gay time you had last night. 
He may be interested, or he may just be 
polite, but hell ask you what he wants 
to know about you personally. Wait tll 
he does. Don't make him your audience, 
for he ll be much too busy acting his own 
role. In this situation you re the audience 
and he’s the whole show unless you're 


invited onto the stage. 


Be quiet (about others). Office gossip 
is mighty interesting, but it's treacherous 
stuff. The easiest way to avoid its pitfalls 
is to refuse to toss the ball of gossip. keep- 
ing your own opinions of ofhce person- 
yourself, Of 


nothing to keep you from listening and 


alities to course, there's 


maybe even (Continued on page 74) 


















GET MORE MILEAGE 
OUT OF YOUR 
BUSINESS LETTERS 


January 11, 1960 
Mr. Howard Olson 
629 15th Avenue 
Columbus, Ohio 


Dear Mr. Olson: 
What is YOUR CREDIT RATING? 


This is a question that is asked by firms 
about customers 365 days of the year. 

Six months ago you purchased an elec- 
tric range and a refrigerator. The total cost 
was $428. You agreed to pay $25 each 
month. 

Up until now our report of your credit 
standing has been “Good, Pays Promptly.” 
It takes years to build up a sound and re- 
liable credit rating such as yours. 

Please do not spoil it now. Send us your 
check immediately. A stamped and ad- 
dressed envelope is enclosed for your con- 
venience. 

Yours very truly, 
RUSCO FURNITURE COMPANY 


January 30, 1960 
Mr. Robert Murphy 
Sunshine Insurance Company 
Miami, Florida 
Dear Bob: 


Subject: Preliminary Plans for the 





Spring Sales Meeting 





Here are the plans to date following our 
telephone conversation last week. 

Both Fred Palmer and George Ramsay 
are very willing to participate in our spring 
sales meeting. Fred plans to speak on “Sell- 
ing and You.” George's topic, “The Ten 
Most Successful Salesmen,” sounds as 
though it may prove to be the highlight of 
the conference. 

With regard to the last day, | still feel we 
should have a round-table discussion with 
all the men participating. At the moment | 
am undecided whether we should request 
each man be ready to speak for five min- 
utes on one of our products or whether we 
should prepare several sales case studies 
and ask a salesman to tell how he would 
handle the situation. Two years ago, we 
made a filmstrip on “Ways Not to Sell.” 
Possibly we could use it without the sound 
track, stop when the salesman has made a 
boner, and have one of our men discuss 
what should have been done. What are 
your feelings on the subject? 

| shall keep you posted as our plans for 
the meeting become more definite. 

Cordially yours, 
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. 
it makes a letter easy to read. 





USE 





A Subject Line pinpoints the reason for a letter. 


it makes a letter quick to read. 


. 
It causes the reader to remember your letter. 


it speeds up a filer’s work. 


It cuts down the number of lost or misfiled letters. 


it cuts down the cost of a business letter. 


IU gives a business letter a personal touch. 


1t makes a letter look distinctive. 


. 
1U is always in good taste. 


BY 


JOAN SIVINSKI 
Assistant Editor 


Gregg Typewriting 
Publications 


*- 
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January 4, 1960 
Martin Paint Company 
427 Fond du Lac 
Milwaukee, Wisconsin 
Gentlemen: Order +537 


Adjustment 


Thank you for your order of December 
17. Our typewriting stands +26 are made 
in three different heights. If the secretary 
is short, we suggest the 27-inch height 
stand, if average, the 29-inch height, and 
the 3l-inch typewriting stand for the tall 
gal. 

This year the typewriting stands + 26 can 
be purchased in a mahogany finish as well 
as our famous walnut finish. 


As a convenience to you, just circle on 
this letter the height of tables and the 
color of the tables you desire. Then return 
the letter to us. Your order will be filled 
immediately. 

Yours truly, 


TODAY’S SECRETARY 


oereeeewe 





A SUBJECT LINE 


January 17, 1960 


16 Fifth Avenue 


: Mr. Joseph Lincoln 
7 Boston, Massachusetts 


Dear Joe: 


Will You Join Us at the Convention? 
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January 28, 1960 
Mr. Harold J. Hoffman 


311 Second Street 
Houston 7, Texas 


Dear Mr. Hoffman: 
PLAN TO PAY YOURSELF A PENSION 


Now, for the first time, you can begin to 
build your own estate for retirement by 
making regular monthly purchases of stock 
in one or more of America’s biggest and 
best-known companies. 

You can do it by putting as little as $40 a 
month—or $40 every three months, for that 
matter—into our new “pay-as-you-go” plan 
for buying stocks. 

The important thing is to get started, be- 
cause a regular investment program can 
put dollors to work for you that might 
otherwise be just frittered away. 

When you join our Monthly Investment 
Plan, you have your choice of any one of 
the _,200 stocks that are listed on the New 
York Stock Exchange. Just about 90 per cent 
of those stocks are now paying dividends, 
dividends that average over 514 per cent 
on your money. 

You can start the plan when you want to, 
increase it when you want to, miss a pay- 
ment if you have to, or even stop it com- 
pletely—all without penalty. 

If you want complete information on how 
this plan can be started, just write and we 
will be glad to send you all the details. 

Yours very truly, 


ebruary, 1960 





Remember last year how nice it was to 
take time out from the convention and get 
“caught up” on your friends’ whereabouts 
at the luncheon at the Mayfair? So many of 
you commented to me afterward what a 
fine occasion it was for a reunion. 


This year we are planning another lunch- 
eon. It will be at the Mayfair on Tuesday, 
February 9, at noon. 


check the enclosed card and return it to me. 


: May we expect to see you there? Please 
: Cordially yours, 


The subject line is usually typed in upper and lower case letters, 
underscored, and centered horizontally on the line. Actually, it is 
up to the typist where it is positioned and how it is displayed. 

When there is a red-and-black ribbon on the typewriter, the 
secretary often chooses to type the subject line in red letters. Other 
secretaries make the subject line appear as bold typing by striking 
each letter of the subject line several times. 

If a letter is about several items, it is perfectly acceptable to 
list all the items in the subject line. Example: 

SUBJECTS: SALES CATALOG 
ORDER FORMS 

The use of the word “Subject” is more accepted in today’s business 
correspondence than the word “Re.” Now, “Re” is used primarily 
for legal and military correspondence and interchanged with “In 
reply refer to.” (Both are typed in the upper right-hand corner be- 
low the letterhead. ) 

The trend is toward typing the main purpose of the letter in all 
capital letters, eliminating the word “Subject.” 

The subject line is so valuable that customers are using it when 


writing to a company, as shown in the illustration below. 


January 18, 1960 
Columbia Broadcasting System : 
485 Madison Avenue “ 
New York 19, New York 


eee ee 


Gentlemen: 
. Subject: Television Ratings 


: Last evening | turned on my television set 
° for a couple of hours of relaxation. It turned 
: Out to be not just relaxation but one of the 
most enjoyable two hours | have ever spent! 
You should be particularly congratulated 
on the fine presentation of “Father Knows 
s Best.” The script writer and the director 
have an uncanny sense of timing. The moral 
: Of last evening’s program (honesty is the 
best policy) was handled most entertaining- 
ly, cleverly, and convincingly. 
Hats off to you and your station for pro- 
: ducing such fine programs as “Father 
Knows Best,” “Perry Mason,” and “The 
Texan.” “ 


ee ee 


‘i Yours truly, 





















BEAUTY AND CHARM CLUB INTERNATIONAL 





. . . . eé ss 
brings you this exciting new “at home 


4-Day Beauty Plan 
ronly25¢ 


WITH STUDIOS IN 263 CITIES 









+ 
including your FREE Beauty Analysis 
Introducing an Easy New Way to Achieve Head-to-Toe Loveliness... 
Win Admiration... Attract and Hold Romance... Enjoy Success in a Career! 
: y ERE is an amazing offer to show you The 14-Day Way to a Beautiful New You 
Lose 10 Ibs.in Two Weeks ae te “pin money” cost, youcan 4¢ 04, are delighted with your “demon- 
without gadgets, pills or — at ery sp tere ig ecg eal stration” 14-Day Beauty Plan and wish to 
using a costly machine S : a. ss | ~ a a shoe — continue in this program, you _receive— 
Sones Tareas Tae Ceennry. twice a month—a new 14-day plan which 
This fascinating new 14-Day Beauty shows you step-by-step how to become 
Plan, brought to you by the Nancy Taylor the woman you've always wanted to be. 
Beauty and Charm Club, shows you how Yet the cost is so small you can practi- 
Look Like a Model to bring out your own hidden loveliness. cally take it out of your change-purse. 
h ts cheese flettering Start for only 25 cents These 14-Day Beauty Plan “‘assign- 
—how to choo ri pee ; ; ; € 
lethes on a tiny budeet To introduce you to her brand-new beauty ments are eg 7 te ; To by a I 
clo y & guidance program, Nancy Taylor will send beauty consultant Nancy aa or anc : us- 
you the “demonstration” 14-Day Beauty trated — a wealth of ke sm cage _~ : 
Plan virtually as a gift. Here is some of a = oo yr ia er ~~ an oe 
i i the p le beauty knowledge vou get minutes a Gay and 1s delightful to froliow, 
Create a Beautiful Figure a Oty 256: — ——o “a After each 14 days, you can see the thrill- 
the fun way with exclusive 5. ‘She coueed oF a “alien vlide’’~hew 40 ing results in your ow . murror. 
Nancy Taylor “Body Rhythms” improve, correct and enhance your Week by week you'll re-make yourself 
Pp 
complexion with Taylor-made-for-you inside and out—gain new poise, confidence, 
2 a pone Eot-Like-A-B loveliness—learn to make your conversa- 
: : - Nancy Taylor's ‘‘Eat-Like-A-Beauty’’ tion sparkle, your voice sound beautiful— 
Correct Skin Blemishes Plan that enables you to lose up to 10 Rae eee en aed bee of eae 
, os 2 Ibs. in 14 days—without taking a pill k aii tvlj icleeein tes enna th 
with the “three keys or using a costly machine. | in care, lair sty ey earn to move 1 
to complexion beauty 3. Make-up tricks that play up your best the grace of a model, 
S features and work near-magic with Stop When You Like 
oy those ‘‘not-so-good”’ ones. ? 
wr : : 4. How to smooth away bulges through This new program is your short-cut to all 
es : Discover Your Hidden Beauty “Body Rhythms” that make exercise ~ falles you must — to enjoy life to 
& fun. the fullest—to get ahead in a career—to 
' —play up your best points 5. First steps in choosing flattering fash- attract popularity and romance. 
ta with subtic make-up magic ions that stay aceme your budget. a i eo a ee, 
} \ —— You will be surprised and thrilled by \. par beauty and charm program until i 
the results you achieve with your 14-Day Xf 4 the goals you set for yourself are | 
Beauty Plan. But that’s not all! When you : reached—and stop whenever you i 
mail the coupon, you will obtain free like. Each 14-Day Beauty Plan 
membership in the Nancy Tavlor Beauty you take will be billed to you at only 
and Charm Club. As a member, you will $1.00 each plus shipping. 
receive without cost your personal Beauty on “ | — 
Record Book containing 24 pages of self- oO ot startec pow this — sl ad- 
analysis techniques that help you recog- a & a tad a eae il b with out 
nize your strong points and weak points. the coupon below and mail it with your 





quarter today to: Nancy Taylor Beauty and 
Charm Club International, 55 W. 42nd 
St., New York 36, N. Y. 


SEND 25¢ WITH THIS COUPON 
a 


ANCY TAYLOR BEAUTY & CHARM CLUB INTERNATIONAL, Suite 26 
| 55 West 42nd Street, New York 36, N. Y. 


In addition, you are entitled to many 
other membership privileges — including 
free consultation at any one of the 263 
Nancy Taylor Studios. 





I enclose 25¢. Please send me my first 14-Day Beauty Plan and my personal 
Beauty Record Book with Self-Analysis Sheets. Also enroll me, without charge, in 
the Nancy Taylor Beauty and Charm Club International with full membership 
privileges. If not delighted, I will notify you to cancel my enrollment. Otherwise, 
you will send me a new 14-Day Beauty Plan every two weeks for only $1 each plus 
shipping. I may continue as long as I wish and will let you know whenever I 
wish to stop. 










~ 


All this torZ25 cents 
Here is what you get for a quarter: 


{|  @ Nancy Taylor’s introductory 14-Day Beauty Plan 
# Your Beauty Analysis and Beauty Record Book 


= Membership in the Nancy Taylor Beauty and 
Charm Club International with free consulta- 
tion privilege at any local Nancy Taylor Studio, 
special discounts on cosmetics, plus many other 
exciting privileges. 


ADDRESS 


CITY = ‘ ZONE STATE = 
Offer good only in continental U.S.A. and Canada NT3A 


NAME weenie : aoiiabnadins one | 


a 


















Girl goes with the dogs 

in style. Her outfit: slim. 
wide-sleeved, whitely bowed. 
Rayon/silk in black, brown, 
toast, navy. $39.95. 


By Rembrandt in sizes 8-18. 
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TOps 2" 


| red/navy /white; sage /black/white. 
‘Sizes: S, M, L. $7.98. 
Matching skirt, $5.98. Sizes: 8-16. 


soTtom: Time can be put to fashion 
advantage — note the many clocks on 
* White, white, and still more white — this silk blouse that’s perfect : 


this year’s favorite and never for the office, goes happily on to 
f F + prettier than in a spring-y blouse. dinner. The self-tie is removable, 

n\s Te) N Here, a two-level charmer — the neckline convertible. Price: 
iTWire) oM Til olaelio(-te-teMelileM sl 'hi elit: $7.98. A Macshore Classic. 


the bottom sashed into a 
cummerbund. Drip-dry Dacron and 
DA RA gi cotton. By Macshore. $5.98. 


rar LEFT: The flowers that bloom 
nthe spring .. . lend their presence 
to a blouse that’s just made for 


Rela Lit cmickelululchicmiclace MALL 





kirt or a surprise addition to 

1 suit. Dacron and cotton for easy 
care. Sizes: 30-38. Colors: white, 
beige, black, grey. Just $3.98. 

By Ship ‘n Shore. 


Ft: Embroidery again — the 
fleur-de-lis decorates a Dacron and 
cotton blouse. We like its look of 
simplicity — with a difference. By 
Ship ‘n Shore in sizes 30-38. $4.98. 


ifiy-ty-Mielale MET Tiililel@em ollolt]<-t Mile) ame ol= 
found at fine stores throughout 


th 


ine country 








> The bane of manv a working girl's existence is the 
“Big Switch.” 

From nine to five she must be beautifully—and con- 
servatively—-groomed. Not for her the too-heavy make- 
up. the too-elaborate hairdo, the too-exotic outfit. All 
these would be neon signs pointing to a lack of taste. 
Rather, she dresses quietly, makes up quietly—her boss 
and his associates note her good taste with approval. 

But as the hands of the clock move closer to five. she 
often yearns for a change. Tonight may be the night 
that attractive new man is taking her to dinner, Or her 
best friend may be hostessing a birthday party. Or 
there's a get-acquainted dance at the local social club. 
Whatever the occasion. she wants to look her best and 
that necessitates the “big switch”—from Miss Efficiency 
to Miss Glamour Puss. 

Time was when such a change took a bit of conniving 


and contriving. One plan of action was a mumbled ex- 





add Lfa touch OL—> ¢ 


cuse to the boss about “Migraine coming on . . . must 
leave” followed by a mad dash home to beautify. Result: 
girl was out of breath and out of sorts for the rest of 
the evening. 

Another plan involved rising early to pack a suitcase 
with party dress, shoes. jewelry, petticoats—all the 
paraphernalia guaranteed to make one look ravishing. 
Then came a battle with the crowds of half-awake com- 
muters who objected—rightly so—to sharing crowded 
train or bus aisles with a large. ungiving object. At five 
oclock girl and bag proceeded to take over the entire 
powder room, a practice hardly calculated to delight 
fellow employees. 

But progress comes to every field. Today you can add 
a touch or two of glamour with a few simple tips and 
tricks—garnered from desk drawer, handbag. or small 
earryall. And all can be administered quickly, easily. 


For instance 











| elamour 


Cleanliness is the first step in any glamour program. 
From that handy desk drawer or locker (where you 
always keep them) take out your liquid or cream cleans- 
er. plus the proper items Kleenex. Coets. cotton balls 

with which to apply them. Nice to have on hand, too: 
a tube of Velvet Foam for a thorough scrubbing of 
hands and arms. Follow up the cleansing operation with 
the use of a cotton-tipped orange stick, dipped in cuticle 


oil, on grimy fingernails. Toothbrush, paste, and mouth 


wash then come into play. And a reapplication of your 


favorite deodorant will keep you fresh all evening long. 


Gild the lily by starting with a quick tweezing of 
straggling eyebrows. followed by an equally swift job 
on lashes with an eyelash curler. (The Kurlash Company 
puts its Kurlash, Twissors. and a colorless pomade for 
brows and lashes in a handy little kit, perfect for desk 


storage.) Then an application of your foundation and 


ABOVE: For daytime wear. a simple. 
pretty style with soft bangs brush 


ing the brows and fluffy wings 
sweeping outward from a smooth 


crown. This perfect for-the off e 





coll by Coiffures Americana can be 
converted into an evening “do”. . 
a few practice d strokes of a brush 
same girl. same cut, but a new look 
for after five. Smooth at forehead 
and crown. softly waved at the tem 


ples, winged, bouffantly, at the sides. 


LEFT: For lovely eves. Kurlene color 
less pomade for brou Ss. lashe De and 
lids. Kurlene disciplines brows, 
makes them darker: it softens 
lashes. makes them look thie ker: 


it gives lids a soft sheen. 
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powder. For color: mascara, eye shadow, rouge, lipstick. 
For glitter: tip your eyelashes in gold and/or put a light 
coat of gold lipstick over the soft pink or blue red you're 
wearing (orange and bright reds tend to look harsh 


under artificial light). 


That crowning glory can take on new shape and color 
after five. How? We consulted the experts at Coiffures 
\mericana, pass on their good advice to you. First: a 
hairstyle that can look demure by day. change its type 
with a few simple strokes of comb and brush. (See pic- 
tures for one example.) Easy—with the right cut. Or for 
the miss who cherishes her short hair, yet yearns for a 
more exciting look at night, a hairpiece. Lest you think 
that these are one with the old-fashioned buns, rolls, or 
braids that stuck precariously to the top of the wearer's 
head, let us dissuade you. Available are chignons, twists, 
switches, bangs, ponytails. puffs—all of real hair. To 
wear, you simply make two to four pin curls (depending 
on the size of the piece) with crisscrossed bobby pins in 
the spot where you want the piece to go. Then secure 
your bangs, twist, or what have you with hair pins and 
start combing into whatever style you choose. 

For an added touch: a pouf or three of Color Curl, 
Roux’s new temporary hair color that rinses out when 
you shampoo. Add highlights to your own hair color or. 


for drama. use a contrasting shade. 


Dress to suit the occasion, whatever it is. That means 
something in keeping with office atmosphere during the 
day—a quick change at night. Such a change needn't 
involve lugging a suitcase, however. Observe: 

A slim black skirt—of good fabric and cut—can team 
up with a tailored blouse for day, then pair off with a 
pretty new partner in white lace or brocade for evening. 

\ suit, particularly of the Chanel variety, turns 
slamorous with the addition of an overblouse in satin 
or velvet. 

A dress in wool or crepe sheds its neckline white 
after five. 

\ sheath, jacket-covered by day, travels alone—and 
glamorously—at night. 


Finishing touches can be as simple or as elaborate as 
you choose. None take much time or space. 

New and pretty—nylons that sparkle and _ glitter. 
Perfect if your evening is on the particularly festive side. 

Slim high heels, carried to the office in a good-looking 
shoe tote bag. 

Jewelry—pearls, earrings, a big jeweled pin—but not 
too much, please. 

White, white gloves (are you one of the smart girls 
who always has a clean pair in her desk drawer? ). 

{ pretty clutch bag in silk or satin to carry all those 
evening essentials. (Your day bag can be safely locked 
in desk or locker.) 


Your favorite perfume in a handy purse flacon. 


{ll set for a big evening. No fuss, no strain, no crisis. 


To add a touch of glamour, just take a bit of forethought. 
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° « , e . . . . . . . 
How fast can vou read shorthand? You can probably speed through this page, which is based on Chapters One and Two of the Gregg Short- 


hand Manual Simplified. This material is counted in groups of twenty “siandard” words each, so that you can estimate your reading speed. 
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KKK P TABS ON YOUR TYPING 


by Florence Elaine Ulrich, Director. Gregez Awards Department 


|] EVELOPING typing speed can be 
an absorbing pastime for the 


skill 


tionally as well as for the amateur whose 


siudent who must use this voca- 


tvping is limited to personal writing. 
Nor is it a new pastime. Contest records 
show us that the exceptional student of 
rate of 100 


words per minute for a solid hour of typ- 


fifty years ago attained a 


ing. 

If typists could maintain such a pace 
in those days of incomplete training and 
cumbersome machines, you can certain- 


ly do so now. But you must practice to 


vruary. 1960 


perfect mental control and to develop 
exible finger action. 
The Competent Typist Test provides 


excellent exercise. as evidenced by its 


use in training speed artists throughout 


the country. Ten minutes of concen- 


trated practice on the 


Test each day 


should bring a noticeable increase in 


your speed within a month. 

If you have not yet taken this month's 
Competent Typist Test. turn to it now 
on page 58. Your best ten-minute writ- 
ing. timed by a teacher or supervisor, 


may then be submitted to this depart- 





ment for an official certificate or pin, 
The OAT 


page Oc 


Senior and Junior Tests on 
enable you to obtain member- 
ship certificates in the Order of Artistic 
Typists. These exercises should be typed 
sheet 
Senior OAT 


Test need not be timed. since it requires 


without error and centered on a 


of white paper. While the 
elements of arrangement. vou must he 
able to type ata speed of not less than 
eligible for 


10 words per minute to be 


the award. (Determine 
taking this Pypist 


Test.) Hf the completed OAT entry quali- 


your speed by 


month's Competent 
fies in neatness and accuracy, a member- 


ship certificate will be mailed to vou. 


Here are some “don'ts” to follow 
when Ivping the OAT Tests: 
Dont use a machine with a faded 


ribbon or dirty type. 
filled up. 


brush 


lf the os. e's. d's. 


and hs are remove the dirt 


with a small and cleaning fluid. 


Only clean. easy-to-read Ivpe is accept- 


able in school. business. or for an award, 


Dont type 


ragged margins. An even 


white margin ts 


required around the 
copy. This sometimes calls for dividing 
a word, Such divisions must be made ae- 
cording to 


correct svilabication. and 


there should not be too manv of them 


on a page. Also. under no circumstances 


should the than one 


margins be less 
ine h wide, Tests begun too close lo the 
top of the paper. finished too near the 


bottom of the centered 


paper, of not 
properly will be disqualified. If you can- 
nol gauge the 


placement of the copy 


from the number of words in it, practice 
final 


Dont ie lude the heading. or title. in 


it once 


before vou type the test. 


the body of the COP it must be cen- 
tered on a line by itself. Leave at least 


three spaces between the heading and 


the bods ot the test, The title should he 


written in capital letters, with- 


with on 
out underscore. 

Don't use half sheets of paper. Both the 
Junior and Senior OAT Tests must be ar 
ranged on one sheet of paper only. Tests 
will not be accepted if submitted on two 
sheets. (Remember. vou are striving to 
earn a membership award in the world’s 
largest organization of typing experts.) 

Don't type tabulation material as run- 
ning copy. The Senior OAT Test usually 


calls for some form of tabulation: that 
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is. figures or items that must be listed fully. Go over all the figures in vour further distinguish a good piece of type- 





in columns. Students may seek the ad- copy to make sure they are correct. be- written work and may merit honorable 
vice of the teacher in preparing these — fore submitting the test. You don’t want | mention and an attractive gold emblem 
tabulations. (The function of tabulation our examiners to fail vour test because pin. Such tesis are frequently included 
is to produce copy that is brief, clear, of a typographical error that you could in special exhibits shown to teachers. 
and readily comprehensible.) easily have located and corrected. students. and office workers throughout 
Dont single space between para- Don't be satisfied with a careless. un the country. 
graphs. Whether the copy is single or imaginative entry. rather exercise good Keep the above points in mind as you 
double spaced, use two spaces between judgment and taste in arranging copy. prepare your typing entry, and = you'll 
each paragraph. Decorative borders or cover designs are he well on the wav to OAT member- 
Dont forget to check your work care- not required on test entries. but they ship the sign of a suecessful typist. 
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X cZ - — a ~ 
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(Order of Greve Artists) . >. ¢ 
This material is “loaded” wiih FA 
( sv jOoINnInNgs and with tlre nt bole n | — 2. Lr . 2 , - oO , a 
’ > r € rq ¢ - 
Practice this test as many times y = 
S VO e eto veta : : ' 
Is) u like. trying to get E r ane A y 2 > ; ’ m i 
light. smooth. fluent copy that shows : ) a > 
| your best shorthand penmanshi " C ; ( Dy , 
Y , , Cc . 
Zo \ “ 
You may copy line or line o i ) 72 ‘ 
4 / ” 
narrower columns: you mav use - wo 4 ? v 5 fr _" bi J’ Ps a C 
either blank or ruled paper. Shorthand ga eS : 
notebook paper ts fine yn oO ; P ( Z, a ce ; (x 
\ t may nvoua ‘ a ¢ 7 . i ‘ - y 
our writing may earn vo é 
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ss , - . > 
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SENIOR 29 a ae 
et a | ae ee eee 
This material incledes just shout | ae Pi. oe ee 3 | 


every possible shorthand joining—it 


isa real test of your ability to _ | 
write anybody-can-read it Z 2 43 r. “a he ee Faia _— Y = —_— Ee | 


Gregg shorthand notes. 


Emphasize good proportions, a uniform 3 % 
slant. and verv smooth joinings. ae ~~ — -o aaa 
If you can qualify by penning a 


good copy of this material. Qn~ é tong eo CY ee 


you will get the F 
. Senior OG A certificate or pin. a DP ail 
thereby becoming . Si a il e or “a” ie 4 
a full-fledged member of | | 


the Order ol Gregg Artists, 














56 TODAY'S SECRETARY 








RULES OF BEHAVIOR 


(The following rules are said to have been copied by the boy 
Washington from a book he found in his father’s library.) 

Turn not your back on others, especially when speaking. 
Be no flatterer. Be not angry at table, whatever happens. 
Be of cheerful countenance, especially it there are strangers 
present. Good humor makes one dish of meat a feast. 

Strive not with your superiors in argument, but always 
submit your judgment to others with modesty. Be not for- 
ward, but friendly and courteous; the first to salute, hear, and 
answer. 

Play not the peacock, looking everywhere about you to see 
if you are well received, neither be unduly shy. Think before 
you speak. Undertake not what you cannot perform. Be 
careful to keep your promises. When you deliver an opinion, 
do it without passion and with discretion. 

Associate yourself with men of good quality if you esteem 
your own reputation, for it is better to be alone than in bad 
company. Be not hasty to believe flying reports in jest nor 
earnest. Scoff at no one. When a man does all he can, though 
he succeed or fail, blame him not. 











Car . 
Trrd ve im 
t~ ‘i 


. List of the Most Misspelled Wrds in Business 








accept (@ecision Aso: Professor 
secessible | definite, inoculate psychology 
accommodate | deseriptibn)) judgment quantity 
accrued | develor license questionnaire 
accuaintance delinquent a/ legitimate receive 
across isappoint library recommend 
affect | disastrous Maintenance | ref erence 
all right | effect mileage ref erred 
(“analy isy eligible niseellancoud repetition 
already | embarrass mortgage seized 
analyze |} equipped necessary tal separate 
apparel | exceed noticeable | | sergeant 
apparent | existence occasion \ similar 
appearance | extension occurred \ strictly 
attendance | familiar occurrence succeed 
/ venefited | February omission supe rint enden 
Aline bP ALT iant | foreign | omitted surprise 
business | fourth amr transferred 
alendar fulfill (as ee issi ble undoubtedly 
Potions government Piteaae on | unnecessary 
Cacinaat conscientious / governor racti ical Wednesday 








height procedure 


ae) / grammar preferred 
>controversy guarantee privilege 
irmediately proc eed Pa 
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JUNIOR 
OAT 


(Order of Artistic Typists) 


Arrange these “Rules of Behavior” 
as attractively as you can 
on a sheet of plain paper. 


To qualify for the Junior OAT 
Award, your work must be (1) neat 
and clear, (2) without strikeovers 

or typographical errors, (3) uniformly 
indented throughout, and 


(4) correctly spelled and punctuated. 





ro GET YOUR AWARD 

Mail your work to the Gregg Awards 
Department (16th Fleer, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin: 75 cents for each higher- 
speed CT award. ¢ Be sure your name 
and address appear on your paper. 
°* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. ¢ Test ap- 
plications received without fees are 
held thirty days only. ¢ Each Compe- 
tent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in ac- 
cordance with the rules.” ¢ February 
copy is good as membership tests for 
OAT, CT (page 58), and OGA awards 
until March 25, 1960. 











SENIOR 
OAT 


This list of the most misspell d words 
will give you practice in 
typing and spelling. 


Practice it as often as you wish, 
but be sure that the copy you 
submit for an award is well 
placed and does not have any 
typographic al errors. 


S| 























FEBRUARY COMPETENT TYPIST TEST 
To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get the 
gross speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. More than five 
errors disqualifies a Competent Typist Test for an award. 

(This copy should be double spaced.) Words Words 

I hardly ever heed the pleas of my 7 boy got out of his bed and filled his 315 
friends to mind their children. I likethe 16 water pistol so quickly and so quietly 322 
children and enjoy being with them, 23 still puzzles me. 326 
but only as long as their parents are 31 This time I put my foot down and 333 
around to protect me. Children have a 38 threatened to tell their parents, which 341 
way of getting into all sorts of mis- 46 brought a big laugh from both the chil- 348 
chief; and while one can threaten and 53 dren. Could anything be done except to 356 
scold all he wants, what actual defense 61 ignore their giggling and try again to 364 
is there against their pranks? I cannot 69 watch television? Surely ifthe children 373 
bring myself to spank the little ones no 78 were ignored, they would eventually 380 
matter what they do. 82 go to sleep. However, the next sound © 387 

But one night there was no alterna- :89 wasaslight squeaking which gradually 395 
tive but to watch the little son and 9 increased in volume until it was louder 403 
daughter of my friend while she and 103 than the television. I marched into 411 
her husband drove to visit her sick 111 their room and turned on the light, and 419 
mother. I was assured that the children 119 there they were like two jumping jacks. 427 
would be asleep when my friends left 126 As one jumped up on his bed, the other 435 
the house. I arrived to discover that 134 reached land and vice versa. Up and 442 
their eyes were shut tight, and all 141 down they went as they squealed with 449 
seemed well. 144 delight at my look of amazement. 456 

However, as soon as my favorite tele- 151 This called for firmness, and they 463 
vision program had been on ten min- 158 quieted down as my voice roared at 470 
utes, there was a slight rattling of i165 them to stop this nonsense. I smiled 478 
paper coming from the bedroom. I just 173 smugly to myself and thought that my 485 
ignored the sound and continued to i180 firmness had calmed the misbehaving 492 
watch television. The sound got louder iss _ children. It never occurred to me that 500 
and demanded immediate investiga- i195 they had stopped only to plan worse 50s 
tion. I tiptoed to the room where the 22 misery for me. I was making some 514 
children slept and peered in at them. 210 lemonade in the kitchen when the door- 522 
Newspapers covered almost every- 216 bell began ringing and would not stop. 530 
thing. Funny papers, the sports sec- 224 Something terrible must have hap- 536 
tion, and editorial pages had been 231 pened or perhaps the building had 3 
made into one big tent. The print was 233 caught fire. I ran to the living room 551 
all over the sheets and would be quite 26 and there they stood. The boy, whose 558 
a job to get off. I told the children 24 father is an electrician, must have seen 567 
quietly that they had better go to 21 his father do something with the bell 574 
sleep or else. I had no idea what the “or 270 box, for he had removed the cover and 582 
else” meant and neither did they. 277 touched a certain wire. The bell was 589 

No sooner had I settled down again 241 ringing as loud as a burglar alarm ata_ 597 
when there was another noise behind 291 downtown bank, and I thought surely 605 
me. I turned in time to get a stream of 299 the neighbors would call the police. A 613 
water all over my eyeglasses. How that 307 _ fine mess it was. 616 

(If necessary, repeat from the beginning to complete a ten-minute test.) 
Written especially for Gregg Awards candidates by Geraldine Garner 
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Bill Bennett called, canceling 
your appointment. 
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The president called. 
free to bargle at noon? 
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TRANSCRIPTION CORNER 


"Tis the month for hearts and flowers and find 
ing ALL the errors in the two letters below. The 
answers are on page 75. 

Dear Mr. Green: 

Are you having personal problems these 
days? Are you having a difficult time 
finding qualified people to fill vacancies 


on your staff, whether for clerks or sec- 
retaries. 


Because of our many years of experi- 
ence in the personel field, we feel that 
we can help you. We have a large file of 
names of individuals, who have been very 
carefully screened for many types of posi- 
tions. We also have a capable staff of 
well known exports in the personnel field. 
They too would be at your service. 


This year to find the right person 
for the right job why not first call the 
A-l Employment Agency first. 


Cordially yours, 


$23 


Dear Mr. Rogers: 


Would you like to have the latest 
edition of Weismann's MECHANICAL ENGINEER- 
ING HANDBOOK? A copy will be yours if 
you enter a one year subscription to 
Mechanical Engineering Monthly. 


We are sure you will not want to miss 
this opportunity to get the "bible” of the 
mechanical engineering field." In fact, 
the earlier edition of John Wiesmann's 
Handbook sold more copies than any mechani- 
cal engineering handbook on the market. 

And this Eigth Edition is excepted to do 
even more better. 


Why not return the enclosed postage- 
paid card and enter a subscription to 
Mechanical Engineering Monthly. If you 
are already on our mailing list, you can 
re-new your subscription for another year 
and yet still recieve a copy of the Hand- 
book. 


This offer is good only until March l, 
so mail the enclosed card today: 


Sincerely yours; 
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colonial 
chivalry 
sidewalk 


vehicle 


en route 


belie 


fe 
aaa 


Wichita Falls 
midsummer‘ 


Lincoln 


Woe co-workers 
rd recipient 
. ambassador 
oa; hospitable 
dignitary 
oe preparatory 
, rc remarkable 
icily 
inadvert ently 
a ten" vice-president 
+ eryptic? 
a haughtily 
I 
et 


'COHORTS (meaning): a company or band, 
especially of warriors 


2SLUMBERIAND (spelling): 
dreamland, wonderland 


3CRYPTIC (meaning): hidden; mysterious 


4MTDSUMMER (spelling): midway, midyear, 
midday, midship, midwife 


toyland, midland; 
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WIN NATIONAL RECOGNITIO 


for your School in 


Gsterbrook’s 


1960 Gregg Shorthand Contest 














PRIZES FOR TEACHERS! PRIZES FOR STUDENTS! 
In four separate divisions... 





41. HIGH SCHOOL-CLASSA............ Public High Schools. 
m= MiGH SCeeeL-—CLASS B ........... Private and Parochial 
High Schools. 
| ft 3. COLLEGIATE-CLASS A ............: All four year colleges 
and universities. 
4. COLLEGIATE-CLASS B ............ All others—junior colleges, business 


schools and post-high academies. 
| . Your class entries will be based on perfection of shorthand, accuracy of copy, 
fluency of writing, neatness of paper and adherence to contest rules. 


, . Trophies to teachers of 8 winning classes. 
e Free Esterbrook Fountain Pen to members of 8 winning classes. 
e Free Esterbrook Fountain Pen to teachers entering class of 15 or more students. 

















| e Certificates to all students writing meritorious papers. 
Bo % A =O Fw r 
y ae THE CLASSIC FOUNTAIN PEN 


a Simple to Enter: 


$2. 95 Other Esterbrook 
For further information, just clip pene aterty Syper 
out the enclosed coupon and send to 

The Esterbrook Pen Company, r ae ne eee 
Camden 1, New Jersey. 





This offer expires 
in 60 days, so send now 
for all the facts. 
The Esterbrook Pen Company 
Camden 1, New Jersey : 
Dept. 1 a 
Please send me complete information on Esterbrook’s . 
23rd Annual Gregg Shorthand Penmanship Contest 























I NAME aie 
! POSITION 
: H SCHOOL 
A 
j I STREET 
I CITY. ZONE STATE 
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TELL A TALE... 


(Continued from page 28) 





Coming Next Month 


vreat deal (usually with an animal in 


tow), Alan and Glory are often called on Of Major Importance . . . to the business student ready to take the plunge 
to fill in for her in various capacities. 


. . to the secretary who feels the need for a change ... to the mature woman 
he sti als i ~ fi > = é e . . ° ° 
rhe staff al _— luck hive or six han who wants to get back into the swing of things . . . how to go about getting 
dlers who care for the animals and exe- 


a job. In our March issue we'll discuss the many facets of job hunting. In- 
cute such delightful tasks as walking a yew ‘ ' ; 
cluded: how to write a letter of application—one that will gain attention. How 

kangaroo on Eighth Avenue. , ; eae, 
to prepare a résumé—one that will impress the reader favorably. How and 
when to use an employment agency. How to act on an interview—and clinch 
that job for yourself. 

Plus . . . a cross-country survey of the job situation... a report on the 
qualities prospective employers hope to find in would-be jobholders . . . and 


an article on that present day phenomenon, the working wife. 





T ey used to call 
her an Amanuensis 
and she erased 

mistakes in this 





cumbersome fashion. 





The neighbors. incidentally, have also 





caught the infectious spirit of this enter- 
prise and look on the animals as their 
own. The mailman lingers here peering in 


- she became known 


the window as he makes his rounds. Even 


the local policeman can be relied upon to as a Secretary and she 


round up an occasional stray lamb with erased mistakes with 


equanimity. 


beveled and circular 


Mrs. D’Essen speaks for everyone con- 


cerned when she says, “You have to give 





erasers. A big improvement, 


unselfishly ol vourself when you work but still quite awkward. 
with animals, but you get back something 


that can't be found otherwise. We feel Now Secretaries, Typists, 
that anyone who thinks the only way to Bookkeepers, and Office Workers 


Erase Without" 
A Trace 
by using A.W.Faber 


GRASER STIK. 


The original grey eraser point 





” 


ee ey 










—oalways best for erasing 





This slim, trim, white-polished beauty has changed America’s 
erasing habits. Because it removes a single letter without smear- 
ing the rest of the word. ERASERSTIK banishes sloppy strikeovers. 
Many a gir! was elevated to a better job with more money because 
she had the good sense to use ERASERSTIK. Why not you? All 
good stationers carry ERASERSTIK, with brush, 20¢. Today? 


TK GLEE) usa. 7099 





Se 


enjoy himself is in formal dress with 


AW. Faser GRa 


RASER 


every hair slicked in place is missing out 
on some of the most important things in 2 aie 
life.” SAPHIR Hand Sharpener Insist on the original and 
works like magic. Gives genuine Eraser Stik 


you the correct point by registered 
. - tf trad k. 
on your EraserStik— redemerk. Shaped 





Perhaps this is the main reason why 


you are reluctant to leave Animal Talent 











nn ‘ . like a pencil, it 

Scouts. There they have discovered cer- then stops sharpening. | sharpens hee pencil 

iain tenia 3 snteaal If you use one, you 

ain truths about how men and animals . , to any style point 
; ee Ce need the other. Ask P ’ 

can live together in dignity and compan- your Stationer you pre er—blunt, 
: wa : ‘ 5 medium or slender. 

ion-hip. They could well serve as a guide 

to how men should live with men. A.W.FABER . CASTELL Pencil Co., Inc., Newark 3, N. J. 
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high quality WK BSTER 
CARBON PAPERS 


With Webster MultiKopy in your typewriter 
carriage you get so many advantages. 


Exclusive, Uncoated Numbered Edge makes 
carbon handling easier and cleaner. It insures 
you neatly typed, even carbons every time. 


Stays Flat even in extreme temperatures. 
Each sheet is specially treated to insure 
smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. 
You'll get crisp, clean results whatever your 
typing requirements. 


And Webster offers you a variety of other 
high quality duplicating supplies: typewriter 
ribbons in cotton, nylon and silk for all type- 
writer makes; office machine ribbons for most 
types of adding, accounting, tabulating and 
addressing machines; carbon paper rolls, and 
spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument 
oil, and duplicating fluid. 


At better office equipment dealers every- 
where — make it clear you want 


Webster 


MultiKopy Durametric Carbon Papers 


Always send a “‘Time-Saver"’ courtesy carbon copy 
F.S. Webster Company « 17 Amherst Street » Cambridge, Mass. 
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Miss Clark, please call the president. 
Tell him I am not free to bargle at 
noon inasmuch as I have misplaced 

my bargle stick. Ask him if he would 
care to join me at the gribble park as 
I have two tickets for gribbling today. 


y 4) Vv — J ae 2 


i 








Dinner with Estelle on Monday. 
Wash white gloves tonight. 


WF called. Pick up doz. black sns. 


“ae <>” O ee ee 
a os ow * O” Cm ols 
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Whistler's father called. He wants 
you to pick up 12 black snowshoes. 


(Continued on page 76) 
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BOUND VOLUMES AVAILABLE! 
Each year, Business Ed ation World and T oda y's Secretary copies 
are bound with a heavy leather cover into one complete, easy-to- 
handle volume. Some ck issues are still available. Check the 
listing below and ow your order to Gregg Magazines, 330 W. 
12 Street, New York 36, New York. 
Today's Secretary 

Vol. No. Available Price 

57 September 1954-June 1955 1 $6 

59 September 1956-June 1957 12 $6 

60 September 1957-June 1958 5 $6 

61 September 1958-June 1959 20 $6 

Business Education World 

37 September 1956-June 1957 1 $6 

38 September 1957-June 1958 10 $6 

39 September 1958-June 1959 22 $6 











INMIICROPOINT INK-STIK 


jj ~ STENO-POINT 


* Has the slim,trim feel of a pencil and the writing 
quality of the finest pen. 
* 6” ink supply... writes miles and miles! 
* No point to sharpen... always clean, sharp writing! 
* New Jet-Silvered Tip... instant starting, 
smooth, SKIP-FREE writing. 
* Keeps hands clean... instant-drying MULTI-MILE ink! 


Order from your stationery, drug, department store. 
MICROPOINT, INC. Sunnyvale, Calif. 


\ CANADIAN DISTRIBUTOR: 
Ben Sanders Company Ltd., 199 Bay St., Toronto 1, Ont. 
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in - ef - fa- ble 


adj., 1, inexpressible; out of this world; 2, 


beyond belief; too wonderful for description 


That’s the word for the restful all-day comfort Fine-Rest Secretarial 
Posture Chairs provide. No-sag springs and foam rubber cushion- 
ing give you sure, fatigue-free support all day long. You'll feel fit 
as a fiddle at five. This free-swiveling G/W Fine-Rest posture chair 
is completely adjustable to meet your personal preferences. Smartly 
styled in gleaming aluminum, you have your choice of upholstery 
in dozens of beautiful decorator colors. Send for your free copy 
of the illustrated circular, A-94, today. Write Dept. 1-2 


Finekewt . America’s standard of business seating 


The Globe-Wernicke Co. « Cincinnati 12, Ohio 
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“It just wasn't my day... 
(until I spotted the NU-KOTE!)” 


"Then things just hummed along! I said goodbye to hard 
to read, messy carbon copies and hello to NU-KOTE, the 
original plastic-—base carbon paper." Try NU-KOTE for 
money-Saving, 3 to 1 durability over ordinary carbons. 
It's the one-weight, one-finish carbon for almost any 
copy job. Send for your free sample of NU-KOTE today. 
Clip the coupon below. 
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NU-KOTE 


CARBON PAPER 


FREE SAMPLE! For a free sample of NU-KOTE 
just mail this coupon attached to your company 
letterhead. 


Dealer Sales Dept. Ts-18 
Burroughs Corporation, Detroit 32, Michigan 

Name . 

Firm U a 
Address 

City es Zone State 


In Canada write Acme Carbon & Ribbon Company, Limited, 
Toronto 13, Ontario 








THE 
MEDICAL SECRETARY 


(Continued from page 35) 





supply closet and left her there alone. 

Said another: “They are preoccupied 
and since they are, they are often not 
as considerate as they could be.” And 
finally, the flat comment. “They scribble 
—all of them.” 

Despite these defects (and their over- 
whelming agreement that most doctors 
put their profession first), medical secre- 
taries as a group considered the MD's 
marriage material. 

And, despite long hours, short pay, 
and the sometimes depressing effect of 
sickness, they reached unanimous agree- 
ment on one other question: 

They'd rather be medical secretaries 


than anything else. thank you. 


MeRAE (Continued from page 36) 


the job is from 8:30 to 5:15 and four 
hours every other Saturday. Time for a 
coffee break—if Doctor Proger is away 
and the office is quiet enough. Time for 
satisfaction with her career choice—“when 
a cancer is found in time, open heart 
surgery successfully performed, and sick 
people helped back to health. | realize a 
personal satisfaction in being associated 
with a field in which progress is being 
made so rapidly.” 

Martha, a graduate of Simmons Col- 
lege. lives in her own apartment in 
Boston. “Music is my main interest, and 
my record collection is my chief source 
of music. | occasionally attend perform. 
ances of the Boston Symphony orchestra. 
I also enjoy dancing. and this year | 
am working in a Sunday school.” She 
is working too, these days, on a_ long- 
cherished project, a medical terminology 


book and a handbook for secretaries. 


JAROS (Continued jrom page 37) 


hectic afternoon. “He got loose in the lab 
and hid in the air conditioner. We finally 
coaxed him out—with a cracker from 
some one’s lunch for bait. Result? He 
dashed across and into the identical open- 
ing in the air conditioner on the other 
side. Cracker performance repeated.” 

Marcia’s free time—the time un- 
plagued by reports or restless lab speci- 
mens—is spent in East Vandergrift. 
Pennsylvania, where she lives with her 
family, or back again at the University 
of Pittsburgh where she is taking some 
courses in liberal arts. Hobbies are read- 
ing and collecting records. Lately Marcia 
has added another. oil painting. 
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ALLEN 


(Continued from page 37) 


service to others and a feeling of sharing 
in something vital.” 

How does Barbara’s job differ from 
that of an ordinary medical secretary? 
“We deal with feelings, thoughts, and 
behavior rather than with physical dis- 
Here ‘talks’ 


parable technical procedures are the im- 


ease. not ‘shots’ or com- 
portant therapeutic ingredient; here the 


techniques of human relations rather 
than clinical methods are emphasized . . . 
Here we are faced with another situation 
not found in other medical settings 
that of knowing when and how to reach 
out to people and, just as important, 
when and how to maintain distance.” 
Barbara describes herself as a country 
girl from Butler. Georgia, “a small town 
fifty miles from Columbus where my par- 
ents. two brothers. 


two sisters. a sister- 


in-law, a brother-in-law, and a brand-new 
nephew live.” 

She shares an apartment with a room- 
the Great Books 
Arts League. 


League of 


mate, is a member of 
Club. Three 


Theatre 


and Broadway 
Also 


swimming and 


Columbus. 
counted as interests are 


bow ling. 





Key to quiz on page 23) 
New Words 


1. A book containing reprints of several 
works: 2. Of the highest rank or quality; 3. 
Modernized, brought up to date: 4. A small 
camera taking unposed, informal pi 
Master of the 
initial letters) ; 6. To insert remarks that do 


for 


tures: 5, ceremonies (from 


not appear in the script of a play: 7. A 
whimsical elf blamed for disrupting any- 
thing: 8. Requiring more workmen than are 
needed for a job or slowing up work: 9. 
Producing the effect that sound comes from 
two or more directions: 10. A special ap 


proach in writing news stories, advertising 
copy, etc. 


On Your Toes 


l. accept the invitation, except I don’t 
play: 2. formally: principal; 3. O.K.; 4. 
advise, dyed: 5. O.K.: 6. desserts; 7. com- 
pliments, affect; 8. lead; 9. O.K. 10. de- 
pendents. 

Letters You Don’t Hear 
l. island: 2. knock; 3. night; 4. calm; 


5. wrong: 6. hymn; 7. hour; 8. guest. 
eS J cS 


What's Wrong? 


]. very (not real): 2. better (not best); 
3. He returned the entire shipment be- 
cause, . . .; 4. nearly (not near); 5. al- 
most (not most): 6. kind of recommenda- 
tion; 7. omit ever; 8. than in any other 
month. 

“Letters” 

1. Letterhead: 2. To the letter; 3. Day 
letter; 4. A man of letters: 5. Letter per- 
lect: 6. Belles-lettres; 7. Letterpress; 8. 


] etterspace, 
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LET US 
SHOW YOU 


how you can make your office dictating and transcribing 


50% SIMPLER 
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AZINE-LOADII 


oreleo’ 35 


SPECIFICALLY DESIGNED 
FOR THE GIRLS WHO HAVE TO USE THEM 


Here, at last, is a secretary-oriented dictat- 
ing-transcribing machine designed to make 
your job simpler, more pleasant . . . and 
more rewarding. It’s simpler to operate. 
As easy to use as your typewriter. Just 


five controls operate all functions. All you | 
need for transcribing, is one simple control | 


—a foot pedal or a typewriter bar. Simpler 
to load: No more fumbling with tape thread- 


ing or belt loading . . . the exclusive Norelco | 


‘35’ tape magazine does it for you, loads au- 
tomatically in just 2 seconds. Simpler to 
carry: . . . it weighs just 8 pounds. Much 
more pleasant to use: No-need to strain to 
hear words...the Norelco ‘35's’ better sound 


|... Without obligation . . 


means clearer voice reproduction . . . for 
easier, faster typing, without fatigue. And 
much more attractive: The Norelco 35's 


| modern decorator styling looks smart... 


gives your desk a special mark of distinc- 
tion. 

Discuss the Norelco ‘35’ with your boss... 
he'll be pleased to learn that it costs only 
$179.50 (plus tax) complete with your 
choice of either dictating or transcribing ac- 
cessories. 

You can try the Norelco ‘35’ at your own 
desk and discover how much time and effort 
it can save you. For a free demonstration 
. mail coupon. 





Cs 
North American Philips Co., inc. 
Dictating Equipment Division I am interested in learning how the Norelco ‘35° wi ike 
230 Duffy Avenue my of dictatio nd transcribing $ mple ore 
Hicksville, Long Island, N.Y. im! itm 
Send literature 
Arrange a free de nstration, at my desk on or 
at (date) t (time) 
C 
In Canada, the Norelco ‘35’ i 
is known as the ‘Philips’ dic- Address 
tating. machine and is dis- ‘ 
tributed by Philips Industries, City .. Zone State 


Ltd., 116 Vanderhoof Ave- 
nue, Toronto, Ontario. 


Attention of. 
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... USES DANDRICIDE 





°° JANE DWYER, executive 
secretary to a well-known motion 
picture producer says: “My for- 
mula for success is simple: efh- 
ciency, personality and that well- 
grooméd look from head to toe. 
In business and in social life I 
never let unsightly dandruff im- 
pair my appearance and chances of 
success. I don’t credit DANDRICIDE 
with my high salary job today, 
but the assurance that I gained 
from using DANDRICIDE after each 
shampoo certainly helped me all 
the way.?? 


ANTI-DANDRUFF RINSE 









DANDRICIDE guarantees 
results against the 
toughest case of dan- 
druff. And best of all, 
DANDRICIDE is pleasant, 
effective and easy to use. 
The large $1.00 bottle 
lasts for months. Get 
DANDRICIDE at your 
drug store, beauty shop, 
cosmetic counter, or 
mail $1.00 to: 


S OPEN Tee 4 


| DANDRICIDE 


8°. aseonuer ainess 
~= Pi Dead we 





DANDRICIDE COMPANY 


116 12TH STREET, BROOKLYN 15. N. Y 











Six Secrets of 
Popularity 


i’ ER NOTICE how some people can 
. enter a room full of strangers and. 

a few hours later. leave a room full of 

friends? 

Invariably. they're the same men and 


women who seem to get tapped for pro 


motions just a little faster and a bit more 


often than their fellow workers ... who 
are earmarked for leadership _.. Who get 
invited places ... who get a “bang” out 
of life. 

Envy them? 

Don't. 


Instead. join “em! 
Its not hard. You can do it if vou 
master the gentle art of getting along with 


pcople. There are just six rules. 


lL. Whenever possible. call a person hy 
name. The most truly personal possession 
anvone has is his name. He always likes 
to hear it. especially from strangers, for 
it really means. “| recognize and am in 
terested in you.” 

Winston Churchill discovered — this 
early in life and credited many of his 
diplomatic successes to his habit of learn 
ing in advance the name—including its 
correct: pronunciation—ol every man he 
ever met, 


Next time you re introduced to some- 


one, make sure you get his name right. 
Repeat it. Use it. It works wonders. 

2. Pay at least one true compliment. 
There is at least one thing genuinely 
praiseworthy about everybody. The mean- 
est man in the world may grow prize- 
winning roses ... or know more about 
American history than anyone else in 
town... or speak several languages . . 
or be a painstaking craftsman. And he will 
soften a littke—maybe even a lot—if you 
recognize and compliment him on_ his 
achievement. 

But make sure that your compliment 
is true and well placed. Nothing can be 
more disastrous than a synthetic compli- 
ment, one that lacks a basis in fact. 

The field for the true compliment is 
limited only by your interest in a person 

and your powers of obsery ation. Stucdy 
the next person you meet. Listen to him. 
Can you compliment him on his necktie, 
the way he does his job. his deep voice. 
past travels, his sense of humor? No? 
Keep looking—there’s something you can 
admire. When you do, youll have a 
friend. 


3. Ask his opinion about something on 








GOOD 
“OFFICE-KEEPING’ 
MADE EASY 


Y STORAGE UNIT 
ia is al 7 4 
S 


9 STORAGE FILES 
PLUS STEEL SHELVING 













Sturdy, lift-lid corrugated fibre-board 
R-Kive files, 15”L. x 12”W. x 10”H., 
hold either letter or legal size folders. 
Heavy gauge shelving sets up to 
40”H. x 42”W. x 16“D. Unit complete, 
(east of Rockies), Prepaid $23.40 
Send for FREE Manual of Record Storage 


Practice; complete products catalog. 


Clip ad to letterhead and mail to: Dept. TS2. 


BANKERS BOX COMPANY 


Record Storage Specialists Since 1918 


2607 N. 25th Ave., Franklin Park, Ill. 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


r——-MAIL COUPON TODAY-~—“ 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 





| Nome 


| Address 
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u“ hich he is an authority. Margot Rohde 
is a stewardess for Lufthansa-German Air- 
lines. and her job is to make her passen- 
vers feel at home while they wing their 
way across the Atlantic. She is respon- 
sible not only for their physical comfort. 
hut for their peace of mind as well. 
During the more than a million miles 
she has flown, Miss Rohde has attended 
thousands of people—diplomats and den- 
tists. movie stars and mailmen, tycoons 
and typists. Occasionally, she is called 
upon to ease the anxieties of a passenger 
who has never flown before: and. from 
long experience, she has learned that the 
most effective way to do this is to get him 
talking about something he knows. 
Just ask the 


stranger you're introduced to for an ex- 


Try it yourself. next 


planation of his work or hobby . . . or his 
advice or opinion on something he knows. 

1. Make him feel important in front 
of others. One of the most successful 
salesmen of a nationally known tool firm 
confided his secret to his sales manager. 
He always managed to compliment a man 
in front of that man’s wife or employer. 

“I've heard, Mrs. Jones.” he would say, 
“that 


craftsman in the city. Bill Rogers tells 


you're married to the best wood 
me that Joe can cut a piece of trim while 
most men are reading the tape and that 
it fits so perfectly that a fly couldn't stick 
his whisker in the joint!” 

Mrs. Jones likes to hear that. of course. 
But to Joe, the salesman is extending the 
thrill of bringing his reputation to the 
attention of the person he wants most to 
impress—his wife. 

So. if you would double your popular- 
ity immediately, make people feel impor- 
others. It 


tant in front of 


costs you 
nothing: it’s worth millions to them. 
5. Ask this magic question. Miss 


Rohde of 


fended off aspiring wolves, soothed nerv- 


Lufthansa has, in her time, 


ous grandmothers—even tamed rambunc- 
tious children—and won them over by 
asking one simple, but most effective, 
question once they start talking. 

The question: “And then what did you 
do (or say)?” 

It never fails, for it subtly suggests 
open-eyed admiration for the speaker and 
interest in his past. 

Put this question to work for you and 
watch your popularity zoom. 

6. Repeat a previous remark of his. 
This is the king of them all, smooth, sub- 
tle, on the button. For there is no greater 
compliment you can pay another man’s 
intelligence than to be so thoroughly im- 
pressed with something he said that ten 
or lilteen minutes later you find occasion 


repeat it back te him, word for word. 
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WALLET PHOTOS 


plus 25c 
handling 


60 for $2.00 


Perfect for job, school and pass- 
port identification. Genuine photos 
made from your own portrait on 
silk finish studio paper. 22x32". 
Send picture (returned unharmed) 
with order. 





Money-Back 
Guarantee 


if not " 
completely \ 
satisfied 








Dept. 54, GPO Box 644, New York 1, N.Y. 


Enclosed please find portrait photo or negative ! 
which will be returned unharmed. 


| 
! 
| 
| 
5x7" portrait | [_] 25 wallet photos plus FREE enlargement @ $1.25 | 
| L 
| 
I 
| 


enlargement 
with each 
order. 


60 wallet photos plus FREE enlargement @ $2.25 | 
| Additional enlargements with this order, 40¢ ea. | 
Name 
Address 
City... 
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( “tve seen them all--- CAPE CORAL IS MY | 
CHOICE! it’s Florida’s 


waterfront wonderland!” 


“It's truly a Waterfront Wonderland, with everything you look to Florida for — 

and then some! It’s the community of tomorrow — ready TODAY — rich in 

Nature's generous gifts, made even more wonderful by inspired planning and 

lavish improvements. Story-book location — ideal climate — High, dry, fertile 

land — Full-scale construction program — A social life you'll love — all adding 
ront Living at its best.” 

up to Waterfront Living at seys BILL STERN, 


“THE PERFECT HOME... ) ameeen’spenscesers 
THE PERFECT 

HOMESITE... THE 

PERFECT COMMUNITY!” 
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says “You've never seen a parade of homes like Cape Coral’s! Designed 
ONNIE to take advantage of Florida's delightful year-round climate, they 

1 c invite the outdoors in, and give a bright new golden meaning to 


MACK, Jr. every moment of your life. All sizes, too — from 2 Bedroom, 1 Bath 


c }. to 4 Bedroom, 3 Bath with swimming pool. 
a be § a, Quorter-Acre | Why not select your homesite in Cape Coral now 

-— » } HOMESITES from $1320] _TopAY— and plan for a better tomorrow!” 

| DOWN STOP WISHING...START FISHING! 
MONTHLY yp =m om 


Gulf “uo -snty Land & Title Co., Dept. ws7 
1771 4 ni Trail, Fort Myers, Florida 
- | Please rush my FREE copy of “The Cape Coral Story” in full color. t 














Send for the Cape Coral Story today 


Chomber of Commerce Member 
Ft. Myers; Dade County; Florido State 
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BEWARE 


of buying any dictionary 
Said to be 
“just as good” as a 
MERRIAM-WEBSTER 


You buy a dictionary for one sound 
reason. You want to be right and to 
know that you're right. 


The one desk-size dictionary that 
fully and absolutely justifies such con- 
fidence is Webster's New Collegiate, 
published by G. & C. Merriam Company. 
Nothing less than a genuine Merriam- 
Webster can be “just as good.” 





THE BEST costs you no more: 
$5 plain. $6 thumb-indexed. 


Only Webster’s New Collegiate, by 
Merriam, is based on the unabridged 
Webster’s New International Diction- 
ary, Second Edition — relied on as “the 
Supreme Authority” throughout the 
English-speaking world. 


Only Webster’s New Collegiate, by 
Merriam, is produced by a company 
which has specialized entirely in dic- 
tionary publishing — for over 100 years. 


Only Webster’s New Collegiate, by 
Merriam, is kept up to date by a large, 
permanent staff of experts who are spe- 
cialists in dictionary making. 


And Webster's New Collegiate, by 
Merriam, is required or recommended 
by nearly all colleges and universities 
throughout the country. 


When you visit your department, 
book, or stationery store, insist on buy- 
ing the best, Webster’s New Collegiate 
Dictionary—a genuine Merriam- 
Webster. Ask for it by name. 


 Mevuam-Webslir 


REG. U. S. PAT. OFF. 
G. & C. MERRIAM CO., Springfield 2, Mass. 
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[beauty 
Suys 


Scandia comes up with two 
new make-up shades. WILD 
HONEY is the essence of 
the pale look, ivory-toned 
to lend dramatic contrast 
to bright eyes and _ lips. 
Ideal for gala evenings. 
MIDNIGHT SUN is for the 
woman who prefers a faint 


sun-tanned radiance all 





year round. Prettiest by 
day. Both shades in Secret Touch Fluid 
Make-up and Powder . . . Good use for 
that Christmas check—Ronson’s HOOD 
°"N COMB HAIR DRYER. Hood attach- 
ment for a firm set. Comb attachment to 
damp-dry hair. Convenient, fast—and it’s 
quiet. Pink or blue, $19.95 . .. Germaine 
Monteil’s Supersec deodor- 
ant now comes in a FLO- 
TOP dispenser for appli- 
cation without waste or 


mess. Formula deodorizes 


thoroughly as it checks SUPERSEC 
FLO - TOP 


excessive perspiration. 


SUPERSEC FLO-TOP as- 


sures you of day-long pro- & 
tection . . . The Formfit Monk 


Company offers FRESH ’N 
CLEAN, a liquid concen- 
trate for hand-washing such 





feminine necessities as girdles, bras. lin- 
gerie, and stockings. Magic Meter dispen- 
ser top ejects just the right amount of 
FRESH ’N CLEAN for average wash-basin 
laundry. Can be used in soft or hard water, 
at cool or lukewarm tem- 
peratures, Good news, too 
—it’s especially kind to 
hands . . . Face-to-face ap- 
proach to the cleansing 
problem—PEACHES ’N 
CREAM LIQUID CLEAN- 
SER by Evening in Paris. 
Designed for the sensitive 
skin, it will not strip it of 





natural oils, yet it leaves no 





greasy aftermath. Can be 
used morning and night, 
and, of course, it’s ideal for quick clean- 
ups in the office. Available at all cosmetic 
counters at a tiny price, 79 cents. 
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Are you 
saving 
time for 3 
your boss ‘74 





Or are you wasting his time and 
yours trying to remember who 
called, appointments, meetings, 
and other important “things to 
do” today. 

Take the guesswork out of your 
job — have more time for things 
that count — simply by organiz- 
ing your everyday routine with 
an EVER READY desk calendar. 
It’s a good way to get ahead 
easier. faster. 

For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 











EVER READY 


y CALENDAR 
MANUFACTURING CO. 
ee ssi 
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A COPY IN TIME 


(Continued from page 33) 
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asks for information from the files. In 
this way, her files stay intact, and Mr. 
Smith has the material in time. The ma- 
chine safeguards one-of-a-kind originals, 
eliminates proofreading, and makes Miss 
Jones a good secretary—without working 
overtime. 

Expense? Compact, desk-model ma- 
chines range in price from under $100 to 
uader $300. Copies cost from | to 9 cents, 
depending on the machine and the num- 
ber of duplicates made. But copiers more 
than pay for themselves and the needed 
supplies. Just estimate the dollars saved 
in secretarial time alone—a copier does 
in seconds what a top-notch secretary 
must take minutes or hours to do. Here’s 
a chance for the boss to be budget-minded 

and benevolent. 

It's easy to keep up with the Miss 


Joneses .. . “know” copying. 





COPIER MANUFACTURERS 


Photocopy Machines 

American Dictating Machine Company, 
Inc.. 51 W. 45 St., New York 36, N. Y. 

American Photocopy Equipment Co., 
2100 W. Dempster St., Evanston, III. 

Copease Corp., 425 Park Ave., New York 
22, N. Y. 

Cormac Photocopy Corp., 80 Fifth Ave., 
New York 11, N. Y. 

A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 31, Il. 

Formfoto Manufaeturing Co., 3713 Mil- 
waukee Ave., Chicago 41, Il. 

Hunter Photo-Copyist, Inc., 566 Spencer 
St., Syracuse 4, N. Y. 

International Photocopy Corp., 564 W. 
Randolph St., Chicago 6, Il. 

F. G. Ludwig, Inc., Old Saybrook, Conn. 

Nord Manufacturing Corp., New Hyde 
Park, L. I, N. Y. 

Peerless Photo Products, Inc., Shoreham, 
N.Y. 

Remington Rand Division, Sperry Rand 
Corp., 315 Park Ave. S., New York 
10, N. Y. 

Speed-O-Print Corp., 1801 W. Larchmont 
Ave., Chicago 13, Il. 

Diazo Machines 

Charles Bruning Company, Inc., Mount 
Prospect. Ill. 

Ozalid Division, General Aniline and 


Film ( orp.. Johnson ( ity, N.. &. 


Dye Transfer Machines 
Verifax, Eastman Kodak Co.. 343 State 
ot.. Rochester. N. : # 


Heat Transfer Machines 
The mo Fax Sales Inc.. Division ot Min- 
rsota Mining and Manufacturing Co.. 
0 Bush Ave., St. Paul 6, Minn. 


Xerographic Machines 
H Xerox Ine.. Roche ster 3, N. Y. 





Hands are Clean... 
Cuffs are Clean... 
Nails are Clean... 


With Golden Dawn’s ‘Plasti-Kleen”! 


Old Town proudly announces new, CLEAN, solvent- 
coated Golden Dawn — the exceptional, all purpose 
quality carbon paper you’ve always hoped for! 


Different, better, brilliant-writing Golden Dawn 
is “Plasti-Kleen” processed; non-smudge, non-curl, 
Beautiful copies are yours for the typing! 






Golden Dawn is made in one grade —the best. In 
one weight. Eliminates the problem of different 
weights and finishes. Lasts and lasts, long after 
other carbons wear out. Unexcelled for use in any 
make of typewriter. 


Try Golden Dawn — You'll be more than impressed! 
Ask your office manager or stationer for Golden 
Dawn. Or write us on your firm’s letterhead for 
samples. 


OLD TOWN 
CORPORATION 
Established 1917 


750 Pacific Street ¢ Brooklyn 38, N.Y. 





World’s Foremost Maker of Carbons, Ribbons, Duplicators and Duplicator Supplies 




















= 


Always Accurate 


NOW AVAILABLE Always Fast 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 
15 DIFFERENT FIELDS 





Because of the demand for industry terms 
in Gregg Shorthand Simplified published 
in Today’s Secretary, we have secured a 
supply of reprints. Each list of terms has 
been printed on an 8 x 11 sheet of 
quality stock. Prices are as follows: 
Single copies—25 cents each 
10 to 50 copies—2U cents each 
Over 50 copies—15 cents each 
Complete set of 15—$2.50 


Cash or check for ful] amount must ac- 
company order. 





Reprint Department 


Today's Secretary cae . FOUR W AY FLICK A LINE 
330 West 42 Street, New York 36, New Yor 
WORKS LIKE A CHARM 
Please send me copies of each of the ; 
reprints | have checked below, for which | Reverse its panel 
enclose poyment of $ Change its height 


Atomic Energy Chemical Electronic 


Flick its rubber wheel 
Banking Electrical Construction : 
..../mport-Export Legal Aviation Left or right 

TV il Contract . : 
; ave . phi es Heavy hardwood base with pencil groove and 
.. Agricultural Medical Insurance 


book ledge. Inclined panel 8% X 14. Smooth 
sturdy finish in soft polytones of “come alive 
Name wales stascninipiniadininiinibsninnalacitivene grey.” 

the only complete copy holder 


$6-50 prepoid 
City 


state | FRANKLIN TABLE COMPANY 


...Complete set of 15 


Address 
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116 N. 4th St., Louisville 2, Ky. 
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COPYING MACHINES 


make speedier copies 
for a happier boss 





When he asks your opinion about copying machines, 
tell him this. You get both speed and simplicity 
with ‘““Thermo-Fax’’ Copying Machines . . . because 
these machines are perfectly dry. Electricity alone 
does the copying. No chemicals to fuss with—no nega- 
tives to make. You copy directly from an original in 
just 4 seconds. And those copies can be on white, 
bond-weight paper — or any of 6 other distinctive colors. 
Get more information on this low cost way to speed 
paperwork by calling your local dealer—or mailing 
the coupon. We think the boss will say “thanks.” 




















** Machi th iness”’ Minnesota Mining and Manufacturing Company 
ene ae eee ene Dept. DCA-20, St. Paul 6, Minnesota 
“a Please show us how dry copying with ‘“‘Thermo-Fax’’ 
Copying Machines can cut our paperwork costs. 
Name 
Company 
THE TERM '/THERMO-FAKX’’ IS A REGISTERED Address 
TRADEMARK OF MINNESOTA MINING 
AND MANUFACTURING COMPANY City Zone State 





Minnesota Jfinine awn )/Januracturine company 
.. WHERE RESEARCH IS THE KEY TO TOMORROW 








BE-ATTITUDES 


(Continued from page 43) 





profiting by what so-and-so thinks of 
so-and-so. When you ve separated fact 
from fiction or discounted a good share 
of the tale as pure gossip, your own 
conclusions can be a pretty good per 
sonal guide. Don't repeat them—they’|| 


boomerang if you do. 


Be sympathetic. If your boss snaps at 
you. he probably doesn't do it just be 
cause he’s a meanie. There are things on 
his mind that would have turned you into 
a raging beast long ago if you were in 
his place. He wont always tell you 
that he’s worried or upset. nor will he 
always let you in on the reason for his 
bad temper. Try to be unselfish enough 
to understand there is some legitimate 
excuse for his black mood. Don’t take 
his dificult) moments personally—he’|| 


overlook plenty of human frailties in you. 


Be interested. For your own sake, take 
a sincere interest in your work. There's 
something fascinating about any job, if 
vou can find it, so seek it out. You can 
learn something from your job that may 
surprise you with its usefulness later on. 
On my job | once discovered how to de 
termine the water content of wood. No. 
| can't say its been useful to me since: 
but it was interesting, and my boss was 


impressed that a female could do it. 


Be not a worrier. Dont worry about 
your job. beyond the point of sincere 
effort to see each task through to its 
finish. Drop it when you leave the office 
and relax—unless, of course, objective 
thought or careful analysis in your “after- 
hours” leisure will hasten results or un 
tangle a problem. Independent study of 
the business of which you are a part will 
heighten your interest and your useful- 
ness. Be alert to the opportunity to 
broaden your view, but don’t fret about 
the annoyances of the day or the irrita- 
tions you expect tomorrow. They often 
disappear if neglected. 


Be rested. Get plenty of sleep. regu- 
larly. Little irritations can so easily be- 
come big sore spots if your resistance to 
them is low. A reserve of energy will 
support you in many a moment when 
your co-workers won't. There's nothing 
like the familiar tired feeling to make 
you wonder if it’s all worth while. You'll 
be expected to understand and make al- 
lowances for the boss’ headache. That's 
one of the privileges of being “boss.” But 


he won't appreciate your headache even 


TODAY'S SECRETARY 





if you feel you have a right to it, or even 
if he brought it on. 


Be not too sure. Pause to remember. 
now and then, that no one—not even 
you is indispensable. There's no good 
reason Why your boss shouldn't replace 
you if someone else could serve him 
better. Remind yourself of that occasion- 


ally. 


Be well groomed. The importance of 
personal cleanliness hardly need be men- 
tioned, for todays young woman is a 
close friend of the well-scrubbed look. 
Office clothes should be simple, fresh, 
conservative—hems intact, hosiery seams 
straight, shoes polished and in good re- 
pair. Heavy make-up has no place in an 
office. Shiny hair, well-combed before 
the start of the day's work, will “stay 
put’ for hours. Remember, your boss 
isn't paying you to spend your time and 


his before the mirror in the powder room. 


Be yourself. There's much to observe, 
much to learn, and much to unlearn as 
far as personality problems in an office 
are concerned. There will be crises to 
which only you can find the answer, and 
no advice from those who have gone be- 
fore can be of much help. But it’s worth 
while trying to discover the right com- 
bination. Every boss does have his good 


points—and his bad points. So do you. 


If you do all this, and still aren't 
progressing noticeably. go back to the 
original Beatitudes as given in the book 
of Matthew. There’s always comfort 
there. And read what follows them: “Re- 
joice and exult, because your reward is 
great in Heaven ... You are the salt of 
the earth.” 





(Key to project on page 62) 


Letter 1 

Line 1—personnel: line 5—question mark 
after secretaries: line 7—personnel; line 9 
no comma after individuals (restrictive 
clause): line 12—well-known (one-thought 
modifier), experts: line 13—commas before 
and after too; line 14—comma after year; 
line 15—comma after job; lines 16-17—take 
out one first 


Letter 2 


Line 4—one-year (one-thought modifier) ; 
line 8—no quotation marks after field; line 
9—Weismann’s; line 10—any other (when 
comparing one thing with the group of which 
it is a part, use the comparative degree and 
the word other) ; line 12—Eighth, expected: 
line 13—take out more (double compari- 
son): line 18—renew (no hyphen because in 
general when the first element of a com 
pound is a prefix, no hyphen is used); line 
19-delete either yet or still (use of both is 

indant), receive 
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Carbon Typewriter Ribbons of MYLAR’ 
give cleaner, sharper impressions 
... Save time, cut costs! 


You get sharper, print-like impressions on your corre- 
spondence and offset copy by using carbon ribbon made 
with Du Pont “Mylar’’* polyester film. Sharp, clean im- 
pressions are made from ribbons of ‘‘Mylar’’ even with 
light pressure from the key of the machine. 

You get up to twice the typing time without changing 
the ribbon. That’s because “‘Mylar”’ is thin . . . you get 
more carbon ribbon of “‘Mylar’’ on a standard 4”’ reel. 
““Mylar” is tough . . . helps eliminate breakage problems, 
saving you valuable time and money. 

Ask your supplier today for a reel of carbon ribbon 
made with ““Mylar’’! For information on other stationery 
items made with “‘Mylar”’ write E. I. du Pont de Nemours 
& Co. (Inc.), Film Dept., Room T-2, Wilmington, Del. 


® REINFORCED SHEETS ® SHEET PROTECTORS 
® INDEX-CARD HOLDERS ® LAMINATE FILM 


**Mylar”’ is Du Pont's registered trademark for its polyester film. Du Pont 
manufactures the base material **Mylar’’—not finished carbon ribbons. 


DU PONT 


REG. Us. pat. OFF hs * | i | R 


BETTER THINGS FOR BETTER LIVING 
+ « «THROUGH CHEMISTRY 
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gh — has the 


purchase \ “i a yh \e 


Why? Because Codo’s \ 
Electro-Write Carbon \ 
Paper (used with the exclu- 
sive Carbon Gripper) 
ASSURES topflight work! 
Coupled with a Codo Silk 
Ribbon—that’s the ulti- 
mate! Samples? Certainly! 
(Please use Company let- 
terhead.) Write Dept. TOS. 


va 
Gide MANUFACTURING CORP. 


Factory: Leetsdale, Pa. 


New York e Philadelphia e Pittsburgh e Dallas 
Chicago e Cleveland ¢ Detroit e Los Angeles 





Graffco never 
lets me down! 


ee a 














How TI used to dread the sudden call 
for facts and figures. They were in the 
. but where ? 


j $0| ASO | 
ind. ‘ 
under Hood = y 
ye ryt « 
= x = ~ — 
' 
Mu Viz Meta! Signats 
for “Visible” Records 


records and on the maps . . 





Now Graffco Signals and Maptacks 
spotlight all important classifications for 
instant action. And as reminders, they 

. an " a ; 
never forget! There is a special Graffco Peace nase 
product for every kind of record hous- —_—— 
ing, maps and charts. Write for free 
color folder describing them all. 


SIGNALS 
Gra ff CO and MAPTACKS 
At your Office Supply Dealers . . . or 


GEORGE B. GRAFF COMPANY SNS 
Crimpgrat |ransparent Signals 


54 Washburn Avenue, Cambridge 40, Mass. for Protected “Visible” Cards 
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MEMOS FROM A SECRETARY 


(Continued from page 67 
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Wife called. Pick up one 
dozen black snaps. 


~ J = “il er 


Someone called. They didn't say 
who they were or what they wanted. 


Out of the flying pen 
enter the fryer. 


i € re 


It is best not to charge houses 
in the muffler of the string. 


-r 
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shopping spree 





MONSTROUS MENAGERIE. Big collection 
of “big game” postage stamps. A frighten- 
ing stampede picturing everything from 
alligators to zebus. Bonus collection of 
non-animal stamps brings total to 119 
pieces. Only 10 cents. From H. E. Harris 
& Co.. Dept. L-47,. Boston 17, Mass. 








PERMA-LINT-LY GONE. Whien is a black 
dress girl’s best friend? When a Perma- 
Lint remover’s at hand. Roll-on gadget 
uses hi-tac tape to remove lint particles. 
Used tape is changed by rewinding from 
supply inside cylinder. Yours in red, 
brown, or pastels at $1.50: tape refills, 
2/$1. Gordon Diversified Distributors Co., 
Dept. C-49-19, 6917 Michigan Ave., De- 
troit 10, Mich. 
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WHEN YOUR JEWELS GO ON JAUNTS, 
pack them in this envelope-type traveling 


case. See-thru compartments for earrings 
and bracelets, snap-on belts for pins and 
rings. Packs flat to eliminate bulk. Gold 
screened on heavy vinyl at $1.50. From 
J. S. Barnett Co., Dept. TS, Box 71, 
Gedney Sta., White Plains, N. Y. 





COOL OFF pies, cakes, and hot dishes 
on this disappearing utility shelf. Keeps 
countertops safe and uncluttered. Mount 
rack under wall cabinet—it folds flat 
when not in use, extends down for kitch- 
en cooling. Yours at $2.49: from Crescent 
House, Dept. TS, Box 621, Plainview, 
MN. Be 





POCKET-SIZE HAIR SPRAY keeps the 
“pouf” in your bouffant hair-do. You'll 
stay groomed on the go if you take this 


applicator along. Slips into purse but 
contains enough lotion for 400 sprays. 
Subtly a fumed: priced at $1, ppd Write 


to Harriet Carter, Dept. TS, Plymouth 
Meeting, Pa. 


New Beauty for Your 
Bedroom and Bath with 





DECOR TISSUETTE 


A charming and colorfully chic way to keep your 
tissues handy! DECOR TISSUETTE holds 400 stand- 
ard tissues for instant use through a convenient 
slit along its top. Tissuette is made of beautifully 
white Nylon sheer with exquisitely designed Schiffii 
embroidery in your choice of BLUE, PINK, WHITE 
or MAIZE. Frilly tace trimming around top is set off 
by 2 colorful bouquets of flowers. When placed in 
tissuette, color of tissues shows through to compie- 
ment the decor of your room. Gives rich color and 
added interest to bath, bedroom. Also useful for 
holding hosiery, eic. Doesn't scratch furniture. 
Tissuette does not cover tissue box, but is filled 
with tissues itself. Sanitary. may be washed with- 
out ironing. Only $1.98 each; two for $3.75; three 
for $5.50, ppd. Individually boxed. Order several 
as unusual, welcome and practical gifts. Money- 
back guarantee. State choice of color of embroi- 
dery. (Tissues not included.) 


Bonjour Specialties Co. 
Dept. T, 4014 Hudson Ave., Union City, N. J. 








——S ENGLISH you'sncxe 


have helped thousands of men and women 
who have not had college training in English 
to become effective speakers, writers, and conver- 
sationalists. With my new C.l. METHOD you can 
stop making mistakes, build up your vocabulary, 
speed up your reading, develop writing skill, learn 
the “secrets” of conversation. Takes only 15 minutes 
a day at home. Costs little. 32-page booklet mailed FREE. 
Write TODAY! Don Bolander, Career Institute, 
Dept. E-1452, 30 E. Adams St., Chicago 3, Illinois 












POPPASFFICE KNIFE 


No.119 






With sharp 
retractable blade 
Ideal for stencil corrections 


SEND $1.00 for KNIFE, RECEIVE FREE 


CATALOG SHIPPED POSTPAID Me 


GRIFFIN MANUFACTURING CO., INC. 


BOX 175, WEBSTER, NEW YORK 
















Everything for the Wedding & Reception! 
Invitations @ Gifts for the bridal party 
Table decorations © Trousseau items 
Unusual, exciting personalized items. 


ELAINE CREATIONS 
Box 824 Dept. E-401 
Chicago 42, Ill. 








PROFESSIONAL SECRETARY 


Here's a real challenge for the 


ambitious woman who wants to 
earn bigger pay, gain more op 
portunity All that’s needed is 
the proper training Lc.8. will 
send you 3 FREE books that 


show you how to prepare for this 
exciting career No obligation 
Just mark and mail the couvon 


INTERNATIONAL CORRESPONDENCE SCHOOLS 


Dean of Women Box 50206A, Scranton 15, Pa. 


Please send me 3 FREE books: (1) “How to Succeed,” (2) Career Catalog, 
(3) sample 1.C.S. lesson 


) Professional Secretary Good English Magazine and 


Advertising Business Management Book Illustration 
Retail Merchandising Other 

Name 

Address 

City Zone State 








| 
} 
' 
| 











PARENTS 


FOTO PLUS Dept. S «+ 





qv 
at 
Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as gifts to class- 
. for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 pho- 
tos from one pose—or $2 for 60 photos. 
Order NOW—from the largest mail 
order photo studio in the East. Satis- 


BOx 10 - 


Panel 


WALLET 
PHOTOS 


FOR ONLY 


We pay postage — 
no other charges 








NEW EMBOSSED 
DEEP-SUNK PANEL EDGE 


mates, friends, relatives . . 


faction and quick delivery guaranteed. 


Edge Embossed 








NEW YORK 1, N. Y. 











CONES 


into DOLLARS! 


NEW songwriters. poets share $33 a r 
yearly. Songs Composed, PUBLISHED, 
moted Appraisa nfo FREE from 
NORDYKE WNus Publishers 
600U Sunset. HOLLYWOOD 28B, Cailit 












Do You Make These 
Mistakes in English? 


mere PERSONS say “‘between you and I’’ 





ead of between you and me or use 
ho’’ for ‘‘whot Every time you speak 
write you show what you are. Mistakes 
in English reveal lack of education, refine- 
ent. Keal command of Engiish will help 
1 reach any goal 
Only 15 minute a day with Sherwin 
Cody's famou — and you can * 
actually SEE your Er nuprove Sherwin Cody 


teaches by HABIT FORMATION makes it easier to do 
the RIGHT way. Self-correcting lessons. FREE BOOK. 
Lack of language power may be osting you thousands of 
dollars every year. See what Mr. Cody’s method can do 


for you: it costs nothing to find out. Write now for free 
book How You Can Master Good English in 15 Minutes 
Da Sherwin Cody Course in English, 1742 Central 


Drive, Port Washington, No salesman will call.) 





1960 CPS CANDIDATES 


Time's short! Start preparing now with ur 
tested, thorough. short, time-saving home stud 
review courses. Used successfully by secretaries in 
47 states since 1953. Any one section. $29.9 ar 

3 sections. $75.00; all 6 sections, $125.00. Inter- 
national Credit Card OK. Be prepared. Order 
today! Business Research Associates, Inc., PO 
Box 7093, Long Beach 7, California 




















Enjoy giamorous high-pay career or profitable 
hobby. Learn C« oo Art, Painting, Cartooning, Fashion 
Art Lettering. e train you at home, in spare 
time TWO 23-pe art outfits included free of extra charge 
LOW « Oet _ “Tey 20c a day. Write for FREE Book describ- 
ing ea the No salesman will call. Washington School 
of Art, ‘studio ‘3002, Port Washington, N. Y. (Estab. 1914) 






GOLD 


100 037100 ee 


Make your own MONOGRAMS or NAME with 
these instant self-adhering RAISED GOLDEN 
INITIALS and personalize ANY item for pen- 
nies! Adheres PERMANENTLY to LEATHER 
WOOD, PLASTIC, METAL, GLASS, PAPER 
CLOTH, CERAMICS, etc. Looks and feels like 
expensive 14-K GOLD METAL INITIALS. Not 
affected by heat or cold. Personalize your own 
items or gifts. KIT OF 100 ASSORTED A to Z 
INITIALS, only $1.00. Two Kits, $1.75 ppd 
Mailed first class. Money-back gquarontee 


IMPERIAL MONOGRAMS, INC., Dept. 116 
150-26 Hillside Av., Jamaica 32, N. Y 
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Destroy unwanted hair PERMANENTLY. Use con- 
eniently at home. When you hove read our 


if instruction book carefully and learned to use 
the new Mohler Epilator safely and efficiently, 
then you can remove unwanted hoir FOREVER 
MONEY-BACK GUARANTEE (Our 76th Year) NEW 
BEAUTY 
FOR YOU ~ 


MAHLER'S, INC. PROVIDENCE 15. R. I. 





Dept. 850B 











Miss Oo ee Please yourself or 
friend with a lovely gift of this 
Charm Bracelet of twelve accurate of tl 
secretary's profession Charms include movable pen 
cil sharpener, posture chair that really swivels, type 
writer file cabinet de ‘ 

machine 


inus 





telephor 





€ and 
the inevitable Swiss cheese er 
of coffee 

Gift Boxed, renee Fed. Tax Incl.): I Han 
Gold Finish 98; in Sterling Silver, $19.95 


14K Solid Gold. $129.00 


Money-back Guarantee. Send check or m.o. Individ 
charms me emi in Sterling Silve and «614K Gold 
Write for price list and our FREE Illustrated Profé 
sional Gift ¢ ‘at log 

PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 62-W, New York 10, N. Y. 

















KIDS GLIDE, NOT SLIDE on these Hans 
Brinker skates Made of beechwood. 
leather, and steel. the single-blade. ad 
justable-strap skates fit’ securely over 
hoots or shoes. Ideal for juvenile ice 
capers. Send $4.95 and shoe size to The 
Windmill. Dept. TS. Box 107, Darien, 


Conn. 





SCENT-SIBLE. Thats you. after using this 
Rollarama pertume applic ator. Ball-point 
principle enables you to roll on perfume 

where you want. as much as you want 
Gold-tinished case 
container. Yours with pouch and funnel 
for $5. From Lyric Industries. Inc.. Dept 


TS, 450 W. 31 St... New York 1, N. ¥ 


holds one dram glass 








DON’T BE HAMPERED by your hosiery 
hanky wash. This “Cover Girl” dresser 
top hamper keeps such items free of snags 
till laundry day. Sectional tray atop ham 
per holds bobby pins, etc. Comes in bou 
doir pink: measures 6'2 by 5’ by 3' 
inches, Send $1.95 to Postal Enterprises, 
Dept. TS. Box 5, Brentwood, N. Y. 


HEAVY LEGS 


Reduce Hips, Thighs, Knees, Calves, Ankles 
Try new home method by leg authority. Offers tested 
proven = course, only 15 minutes a da Con 
tains »-by-step illustrations of eas technia for 


F R E E skin eo : oar " “ lation. Y ; te f - TRE ; 
BOOK be in plain = wrappe also acked == wit! 
d 


rad vefore an after phe 


MODERN METHODS. Dept. FL-616, 296 ‘Grentaey, NYC 7 
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BUSINESS SCHOOL DIRECTORY 











CALIFORNIA 


ILLINOIS 


NEW YORK 








CENTRAL CALIFORNIA 
COMMERCIAL COLLEGE 


Serving the Valley Since 1891 
Chartered by the State to 
Confer Degrees in Commerce 


1921 TUOLUMNE ST., FRESNO, CALIFORNIA 
Cc. S$. BOWLBY, PRESIDENT 








CHICAGO COLLEGE OF COMMERCE 


27 East Monroe CEntral 6-3312 
Secretarial—Court Reporting 
Send for FREE Stenograph notes. 





Approved by National Shorthand Reporters Ass’n 












MILDRED ELLEY 
SECRETARIAL SCHOOL FOR GIRLS 


227-229 Quail Street 
Albany 3, New York 











GRACE BALL 


SECRETARIAL COLLEGE 
San Francisco by the Golden Gate 


One-Year Executive. Legal, and Gen- 
eral Secretarial courses for college 
women, high school and private school 
graduates. Placement service. Resi- 
dence. For catalog write to the Execu- 
tive Secretary, 525 ~- 7) Street, San 
Francisco 2, California 








MEDICAL-SECRETARIAL 
A challenging opportunity 





MEDICAL SECRETARIES 
Approved by San Francisco County Medical Society 

















BUSINESS COLLEGE 


Dept. 159, 5840 N. Lincoln Avenue 
Chicago 45, Illinois 
Complete Business Courses 
As Modern as Tomorrow 














INTENSIVE 
BUSINESS COURSES 


DRAKE 


Schools in All Boroughs 


Secretarial—Bookkeeping 
Stenography—Typewriting 
Accounting—Office Machines 
Journalism—Drafting 
Spanish Business Courses 
Day, Night, Port Time 
POSITIONS SECURED 








¢12 MONTH COURSE Write: Claude S. Yates 

© ACBS ACCREDITED 1441 Van Ness Avenue 

Since 1934 San Francisco 9, Calif. 
FLORIDA 








ADELPHI BUSINESS AND 
TUTORING SCHOOL 

“Miami’s Finest Finishing School” 

Bi-Lingual, State and VA Approved 














COLLEGE 


Quincy, Illinois 


Write Director of Admissions 


Founded 1884 Guy E. O’Brien, Pres. 
Sh NEW YORK, 154 NASSAU ST. 
Opp. CITY HALL, BEekman 3-4840 

Bronx Grand Conc. CY 5-6200 

( EM Cl I } Wash. Heights W. 18st St. WA 3-2000 
Brooklyn Flatbush Av. BU 2-2703 

Brooklyn Broadway GL 5-8147 

Jamaica Sutphin Bivd. JA 6-3835 

B | | Sl | \ ~ Flushing Main Street FL 3-3535 
Staten Island Bay Street Gi 7-1515 


vote for 21-page illustrated 
FRE “Your Exciting Coreer 
ag . Secretary” 
includes great names once secretaries 



































IBM Courses Write for Literature SOUTH CAROLINA 
Maat for free catalog. 
500-526 N.E. 79th Street Miami 38, Fia. 
Near Biscayne Boulevard 37th Year ~= HB 
MICHIGAN PALMER COLLEGE 
HAWAII Accredited—Nationally Recognized 








HONOLULU 
BUSINESS COLLEGE 
Oldest and Largest 


Business College in Hawaii 
Complete 
Day and Night School Curriculums 
accredited by the 
Accrediting Commission for 
Business Schools : 


' 1178 Fort Street @ Honolulu, Hawaii K 


BGA Keg Ke Saatia KONG 


sary, 1960 









BUS. ADMIN.—AUTOMATION 
SECRETARIAL—ACCOUNT ING 
Co-educational 
Latest in equipment and 
training methods. Placement 
service to graduates 


DETROIT INSTITUTE OF COMMERCE 
1308 Broadway Detroit 26, Michigan 











Co-educational with extensive program of 
student aid for worthy students. Operating 
divisions in Augusta, Ga., and Columbia and 
Charleston, 8. C. Dormitories for boys and 
girls. For catalogue write Charlies E. Palmer, 
Cc. P. A., Pres., Charleston, 8. C. 














TEXAS 





MISSOURI 

















Shorthand Institute 


Noted for skilled professional training of Secre- 
taries-Court Reporters. Fast progress with pri- 
vate tutoring, choice of hours. Gregg or machine 
shorthand. Ask for catalog. Registrar, 511-T 
Locust St., St. Louis 1, Mo. 








GAIL COLLEGE. -- GRADUATES 


EMPLOYED 


rns s 100% 





@ COMPLETE BUSINESS COURSE @¢ OL 
@MEDICAL ® LEGAL © COURT REPORTING 








BOX 980 ABILENE, TEXAS 
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Lnele Sam Wants You... day. Messages vary from: “I would just 
hat famous war poster with the point. like to be left alone” to “I am _ very 
ing finger may have disappeared but the pleased with myself.” 
sentiment lingers on. The government is No longer need the secretary smile 


hunting down civilians again. This time. 
however, the quarries are no longer 
soldiers but skilled office help stenog- 


raphers ind typists needed for Federal 


Washington and all 


the Lnited States. 


iwwencies in across 
Once located. the applicants must pass 


new examination prepared by the 
United States Civil Service Commission. 
Included: a written test of verbal abilities, 
a clerical aptitude test with arithmetic. 
and a timed typing test. Stenographers 
must also take dictation at 80 wam. For 
some jobs. a vear of business experience 
is required, but a college degree—if it 
meets certain specifications 
stituted. 


Starting salaries for typists run from 


may be sub- 


$3.225 to $3.495 a year: for stenogra- 
phers. from 33.495 to $3.755 a year. 

Future government employees will be 
tested in their own living area. but eli- 
gibility extends to any areas where they 
wish to be considered for employment. 
The new standards will be in effect all 
across the country. 

Additional information and applica- 
tions may be obtained from most post 
from the LU. S. Civil Service 


Commission, Washington 25, D.C. 


offices or 


Sign Language 

was first used in America by the Indians. 
Since then it's come a long way, right out 
of the forests into the business offices of 
Los Angeles, California. Reposing serene- 
ly on each secretarial desk is a white card 


with a terse emotional barometer for the 


SO 


through clenched teeth at the unwanted 
salesman. No longer need the salesman 
quake in perplexity. wavering between 


hope and despair. Let him read the 
“moody” card instead. 

“Moody” card holders are members ot 
the recently formed “Because I am a Girl” 


Club 


haps 


an organization which stems, per- 
appropriately enough, from the 
Darling Florist Shop in Los Angeles. 
One fine day. when business could have 
been better, the proprietor of this estab- 
lishment. Mr. McCormick, searched about 
for inspiration. It occurred to him that 
most secretaries are women and women 
are the recipients of most flowers. Bol- 
stered by this discovery, he plotted to lure 
the women of Los Angeles over to the side 
of the Darling Florist Shop. From this 
Am a Girl” Club. 


The theory behind it is simple. Any 


came the “Because | 


girl is entitled to be cherished, protected, 
and excused. She is entitled (just because 
she is a girl) to vague, even irrational 
opinions on politics, painting, polo, and 
pickles. She can run a car without under- 
standing it and a typewriter without too 
much accuracy. She can even run down 
to Darling’s for a few flowers. 

And how is Mr. McCormick faring from 
all this? Much, much better than the In- 
dians who started it all. 


Secretaries, Relax 

Automation hasn't got an automaton’s 
chance against any grade A, B, or even F 
secretary. That's the latest word from a 
very 


survey of human, human beings, 





a survey made by Bernice Fitz-Gibbon 
for the New York Times magazine. 

The humans she interviewed were the 
bosses of America and their battle ery is 
a heartening one for shorthand 


sage: “Girls Over Gadgets Forever.” 


every 


What mere machine, they ask. could be 
an ego-builder, an errand boy. and an 
eye-catcher, all at the same time—not to 
mention an accomplished liar. This last 
when the boss’ boss wants to know just 
why our boss hasn't arrived at the office 
3 p.m. Nothing like a 


good set retary with a’ little imagination 


when it’s already 


then. 
What mere collection of steel. what 
hodgepodge of levers. nuts. and bolts 


could ever replace the irreplaceable ser 

retary? What could possibly compete with 

a girl who blithely eliminates crackpots. 

ignores spelling rules, and eXasperates 

the boss into blowing off all his tensions 
at her? 

What indeed, say the gentlemen bosses 
of America. Certainly not automation. 
No, no. A thousand times, no. 

(Besides. if 


the see retary. what about the boss?) 


automation can replace 


Helping the Mentally I 


does not require a background of Freud 
Mrs. 


Heath, it required only some compassion. 


and Jung. For Florence Brooks 
an idea, and a few borrowed typewriters. 

A past president of the Binghamton. 
New York, chapter of the National Secre- 
Association, Mrs. Heath 


turned school teacher during her spare 


taries recently 
time. Her subjects: typing and shorthand. 
of course. Her students: patients at the 
Hospital 


months had 


Binghamton State whose en- 


forced idleness of caused 
them to lose their skills. 

Classes began last April 13. Since then, 
other instructors have joined Mrs. Heath 
—and other students. Applications now 
outnumber the places available. Since 
then too. Mrs. Heath has kept a record of 
her job. Her favorite entry goes like this: 
“Wonderful news tonight. One of our 
students, discharged a couple of weeks 


ago, just went into a job...” 


Strikes—and Fun to Spare 

can be had at the upcoming Woman's 
International Bowling Congress cham- 
pionship tournament. It will open April 
21, 1960, at the Belleview Bowl on the 
outskirts of Denver, Colorado. Final en- 
tries should be in by February 10, 1960. 
Applications and information are avail- 
able from Mrs. Emma Phaler, Secretary. 
W.LB.C. Inc., 1225 Dublin Road, Colum- 
bus 12, Ohio. 
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STENOSTIK The Ball Pen for Shor 





Again A.W.FaBER makes history in the Secretarial field 
with its all-new STENOSTIK Ball Pen — especially designed 
for you, the career Secretary. 






FABER 


Your Boss will like SreNnoStix. The clerks will make 
eyes at it and bookkeepers will try to swipe it. But hang on 
to it, because it is a professional tool that belongs right 
alongside your ERASERSTIK and your TOUCHUPSTIK. 

STENOSTIK is as superior to ordinary ball pens as a 
Thunderbird is to a Model T. Its long, tapered finger grip 
lets you take notes by the hour without finger fatigue. It’s 
light as a pencil, thin as a reed, starts quickly and flows freely. 
Equipped with a popular writing point, it is skip-free 
and clot-free. 

And, ladies, your Boss (or your P. A.) will love this 
feature — STENOSTIK is equipped with a full pen length 
cartridge of dark blue ink, which means that it not only will 
outwear by far any ordinary ball pen, but that it will 
outlast 7 — yes 7 — lead pencils. 


ni? 














A.W.FABER-CASTELL Pencil Co., Inc. 
41-47 Dickerson Street 


Newark 3, N. J. 


Enclosed ($ ). Please send me postpaid ( ) boxes 
containing 3 each STENOSTIK Ball Pens 


Name 


Address 





Firm 










2 

inn cigs 

f KY eH 
IE 3 Bex 

FOLDAMATIC  ~?” 

LINE-A:‘TIME®? 2 
COPYHOLDER , * 
x x 
ra 

HM AS AK EK 


Just a touch of your finger keeps each line of copy * a 
where it belongs—right before your eyes. & oe > 
The constant shift from the steno pad propped 

on the desk to the letter being typed is now a thing + x 


of the past. Gone forever too —eyestrain, backache, F 4 > s 


and nervous tension—the main causes of typing 
fatigue. You'll be amazed to find how your typing x . K 2 
ficiency has increased. And you'll be so much 


more relaxed at the end of your day . . . thanks to 


DIVISION OF SPERRY RAND CORPORATION 

your New Fotpamatic Linr-A-tiME Copyholder. : Room 1200, 315 Park Avenue South, New York 10 
I would like a free five-day trial of the new 

FoLpAMATIC LINE-A-TIME Copyholder.* 


Distinctive low design makes the New 
FoLDAMATIC LINE-A-TIME Copyholder appear NAMI ! 
to be an extension of the machine. Available in FIRM a4 
six office and typewriter harmonizing colors: paren 


French Gray, Desert Sage, Honey Beige, ; 
‘ ‘ ¢ CITY ZONE STATE : : 
Mist Green, Lime Light and White sand. Available only in cities with a Remington Rand office. 











